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ABSTRACT 
 
A Competency Model for Catering and Event Professionals Using a Modified Delphi 
Technique 
 
by 
 
Donnell G. Bayot 
 
Dr. Yeonsoo Kim, Dissertation Committee Chair 
Professor of Workforce Development and Organizational Leadership 
University of Nevada, Las Vegas 
 
As the market for face-to-face meetings and events has grown to one of the largest 
private sector industries, so has the market for catering, which is the largest budget line 
item for a meeting or event.  Clients have become more demanding and at the same time 
more price-conscious.  This has caused catering professionals and meeting and event 
planners’ job responsibilities to change.  Caterers and planners now have more crossover 
responsibilities and over more varied functional areas than ever before.  In response, the 
National Association for Catering and Events (NACE), as the oldest and largest catering 
association in the world, formally coined a new term “catering and events” to describe 
the profession in recognition of the trends in the field.   
This combination of catering and events, and in particular, the required 
knowledge, skills and abilities, has not been widely and systematically studied.  A 
detailed study can conclusively provide professionals with stronger, scientifically 
oriented bases for making generic decisions that affect developing training programs, 
selecting and rewarding managers, predicting individual job performance, planning 
professional development and staff empowerment.   
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The purpose of this study was to develop a competency model for catering and 
event professionals.  Competency models identify competencies needed for professionals 
in order to perform effectively and efficiently in a given occupation.  The resulting 
competency model for this study included nine competencies for catering and event 
professionals with sub-competencies divided into knowledge, skills, abilities and other 
characteristics.   
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CHAPTER I 
INTRODUCTION 
Background of the Study  
Even with the pressure of rising costs, shrinking budgets, and the advancement of 
technology, nothing can replace the face-to-face contact that comes with attending 
meetings as successful collaborations can result (Yung, 2008).  Face-to-face meetings and 
events is one of the largest private-sector industries as a contributor to GDP, ranking 
ahead of motor vehicle manufacturing and air transportation (Convention Industry 
Council, 2011).  In the past years, meetings and events has been ranked by O*Net (2010) 
as a career growing much faster than average.  O*Net (2010) also reported that projected 
growth in job positions for meeting, convention, and event planners from 2010 through 
2020 is expected to rise twenty-nine percent faster than the average position.  Catering, as 
the provider of one of the largest budget line item for meetings and events, has 
demonstrated similar resiliency and growth.     
 As the market has changed, clients have become more demanding and at the 
same time, more price conscious.  This has caused catering professionals, meeting and 
event planner’s job responsibilities to change.  They have more crossover responsibilities 
and over more varied functional areas than ever before (B. Fedchock, personal 
communication, July 2, 2013).  It is reasonable to thus extrapolate that these changes 
have brought along new job descriptions and the requirement of more core competencies.   
 In response to the change to the profession, the National Association for Catering 
and Events (NACE), as the oldest and largest catering association in the world, formally 
coined a new term “catering and events” to describe the profession.  This term recognizes 
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the changing demands of the industry in requiring catering professionals to possess event 
planning knowledge, skills and ability.   
Despite NACE’s new term, the concept is nascent and not fully recognized 
formally industry-wide.  An example is with O*Net, by the United States Department of 
Labor, a database of over 900 occupational descriptions with information on skills, 
knowledge, abilities, and interests.  Within O*Net (2010), there is no specific category 
for catering managers.  O*Net includes catering in food service managers, with tasks for 
them including monitoring compliance with health and fire regulations, counting money, 
and monitoring food preparation method.  This classification is functional, in the sense 
that it reflects the job function of caterers as providing food service.  For events, O*Net 
reports events under “meeting convention and events planner.”  The key job description is 
“to coordinate activities of staff, convention personnel, or clients to make arrangements 
for group meetings, events, or conventions” (O*Net, 2010).  Professionals may find value 
in evaluating the descriptions of catering and events as single occupations.  .   
    In general, catering professionals provide single-event food services at 
customer-owned and company-owned facilities and are classified as either on-premise or 
off-premise (Hoover’s Inc., 2013).  Foodservice or food production tasks are left to 
culinary professionals whereas the more contemporary definition of catering 
encompasses responsibility for overall operations, from working with clients from sales 
to service, event planning, customer service, décor, menu planning, staffing, and vendor 
relations (Hcareers, n.d.).   
Within the broad occupational grouping of meeting convention and events 
planner, are those working as planners in conventions, conferences, congresses, meetings 
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and events.  Tasks identified by O*Net include monitoring all event activities to meet 
client needs and applicable laws and regulations, site selection, vendor management, site 
inspection, ancillary service coordination, catering management, audio/visual equipment, 
program development, and invoice accuracy.  The contemporary job functions for this 
field from Hcareers, the largest hospitality-specific job site, emphasizes the business 
aspects and match closely with the O*Net definitions for meeting, convention and event 
planners. 
 The aforementioned phenomenon of combining catering and events and in 
particular, the knowledge, skills and abilities to measure catering and event occupations, 
has not been widely and systematically studied.  Therefore, as a new occupation, such a 
study is needed to develop a clear definition of catering and events, and also to provide 
related information such as job descriptions including knowledge, skills, abilities and 
other considerations.  A detailed study on catering and event professionals can 
conclusively provide stronger and with a more scientific basis, generic decisions that 
affect any occupation, involving developing training programs, selecting and rewarding 
managers, predicting individual job performance, planning professional development and 
staff empowerment (Koenigsfeld et al., 2011).   
Statement of the Problem  
The National Association of Catering and Events (NACE) recognized the need to 
certify catering and event professionals and have continuously operated a certification 
program since the 1990s.  In 2007, a research study commissioned by NACE discovered 
the core competencies that all catering professionals should understand.  The study was 
produced specifically to identify key knowledge required in preparation for a certification 
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exam.  In conjunction with the process of program development, the association 
commissioned a study that identified eight “content areas” or domains deemed essential 
knowledge in catering and events (National Association of Catering Executives, 2011).  
With the passage of time and industry changes, there exists a need to validate the 
identified domains.  Additionally, specific knowledge areas need to be added to 
comprehensively reflect the competencies needed for the newly re-defined 
responsibilities of catering professionals to incorporate events.   
A commonly referenced definition is “a competency is an underlying 
characteristic of an individual that is causally related to criterion-referenced effective 
and/or superior performance in a job or situation” (Spencer & Spencer, 1993).  To further 
tie the definition to organizational goals, competencies are an amalgam of observable and 
applied knowledge, skills, and behaviors that combine to create competitive advantage 
for an organization (Nath & Raheja, 2001).  Patricia McLagan (1997) described 
competencies in six forms.  The first being the traditional, knowledge (subject matter), 
skills (process abilities), and attitudes (integrity and achievement) needed to effectively 
perform.  The second being task competencies, or what to do.  Thirdly are results, or the 
actual benefits to the organization, customers, and stakeholders.  Fourth are outputs, 
something that is produced, provided, and delivered.  Penultimate, are knowledge, skills 
and attitude (KSA) differentiators that specifically distinguish superior performers from 
others.  Lastly are attribute bundles, clusters of KSAs or activities, results, and outputs.  
McLagan (1997) further identified six reasons for identifying competencies; (1) to speed 
up adoption of technologies, (2) enable flexible work design, (3) facilitate the human 
resource development role, (4) bring self-management into daily practice, (5) link people 
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practices to business strategies, and (6) to create a common language for people practices.   
A competency model provides a common language in analyzing capabilities and 
performance by identifying the competencies for professionals to perform effectively 
within an organization (Chung-Herrea, Enz, & Lankau, 2003).  In fact, competency 
models serve as the link between organizational strategy, the organization, and individual 
performance (Rothwell & Lindholm, 1999).  A key focus of competency models is in 
behavior as opposed to personality traits, since behavioral traits are observable 
manifestations of personality traits (Chung-Herrera, Enz, & Landau, 2003).  A new 
competency model, taking into account the increased demands on catering and event 
professionals is thus necessary to establish effective criteria for evaluating people in the 
position.  
Need for Study  
Associations in similar fields as NACE have identified job competencies, 
normally in the development process for certifications.  An example is with the 
International Special Event Society (ISES).  ISES' certification, which was established in 
1993, adapted the Event Management Body of Knowledge (EMBOK) Model as part of 
their exam competency and content.  The concept of EMBOK was identified in 1999 by 
William J. O'Toole and was later developed as a model in 2003 with Julia Rutherford 
Silvers.  To date, the CSEP is comprised of four domains that identify the major content 
areas of the exam. 
 Another similar organization, the Convention Industry Council (CIC), offers the 
Certified Meeting Professional (CMP).  The CMP Certification was established in 1985 
and was based on the CMP International Standards developed by the Canadian Tourism 
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Human Resources Council (CTHRC).  Further contributing to the CMP, is a body of 
knowledge known as the Meeting and Business Event Competency Standards, as a 
comprehensive meeting and event knowledge and skills for the industry.  The CMP 
comprises of ten domains that identify the major content areas of the exam. 
 The Certified Professional in Catering & Events (CPCE) is the only certification 
product offered by NACE.  There are eight competencies that identify the major content 
areas of the exam.  In 2001, Harris and Barnhart reported in the Guide to National 
Professional Certification Programs the name change to the Certified Professional 
Catering Executive.  In 2013, the name was again changed to Certified Professional in 
Catering & Events.   
Both ISES and the CIC used complete competency models to develop their 
certification standards.  NACE approached the situation differently with a body of 
knowledge specifically for the certification, as opposed to comprehensively reflect the 
occupation.  Further, the inclusion of events in the name change necessitates a need to 
refresh and expand the body of knowledge into a complete competency model for 
catering and event professionals via a modified Delphi technique.   
Purpose of the Study  
The purpose of this study was to develop a competency model for catering and 
event professionals.  To develop a competency model, researchers should explore the 
competencies for catering and event professionals, validate their knowledge, skills and 
abilities, and then develop a new competency model specific to catering and event 
professionals.  Therefore, the aim of this study was to identify job competencies, defined 
as “an underlying characteristic of an employee (i.e. motive, trait, skill, aspects of one’s 
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self image, social role, or a body of knowledge) which results in effective and/or superior 
performance in a job” (Boyatzis, 1982, p.20).  The resultant job competencies identified 
in this study present as a competency model and a narrative description of job 
competencies for an identifiable group (Rothwell, 1999).   
Research Question 
To fulfill the purpose of the study, the key question that guided the research was:  
 what are the competencies of catering and event professionals according to a modified 
Delphi panel of subject matter experts?  The more specific questions the study set to 
answer, via a modified Delphi technique to develop a comprehensive competency model, 
included: (1) to develop a competency model that can define occupational classifications; 
(2) identify competencies and skills, attitudes and traits; and (3) build consensus within 
“practitioner” experts on competencies important to industry professionals.  
Significance of Study  
 The definition of catering as a career field has recently been redefined by a 
leading industry association to officially recognize the value of event planning skills and 
responsibilities.  With the development of a competency model, the results of this study 
will help practitioners to maintain or increase productivity by allowing for more fact-
based decisions in the areas of selection and placement, and training and development 
succession planning (Lucia & Lepsinger, 1999).  
Limitations of the Study 
 This study may find a homogenous sample of catering and event professionals as 
those who participate in NACE and tend to fill out surveys; they may not be 
representative of the target catering and event executive audience at large.  The unique 
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characterization of catering professionals as “catering and events” is a relatively new 
term that anecdotally, more accurately describes the job functions of catering and event 
professionals.   
 A final limitation is that there may be a potential for bias as the researcher is the 
Second Vice President for NACE.  This bias is mitigated as the association is operated 
with an independent full time administrative team and committees both large and small. 
Chapter Summary 
 Catering and events has emerged as a new field in recognition of market changes 
and client demands.  A leading industry association has taken the lead in formalizing this 
new profession.  This study created a competency model for catering and event 
professionals.  The results from this study comprehensively reflects the new occupation.  
In Chapter 2, this study reviews relevant literature to summarize the current conversation 
regarding the definition of competency and competency modeling, types of 
competencies, the evolution of competencies, competencies in action, the ASTD 
Competency Study, competency in hospitality, the identification of competencies in the 
profession of catering and events, the value of competencies in catering and events, the 
research approach to this study, and the rationale for the approach in developing this 
study.  This provides a foundation of knowledge for the study.  With this knowledge, 
Chapter 3 expands on the description of the study's methodology using a modified Delphi 
technique.  Chapter 4 presents the findings of the study.  In the conclusion, the 
dissertation summarizes, concludes, and presents recommendations for future research 
development, and the practical application for competency modeling in the catering and 
events industry. 
 
 
 
This chapter is a review of the literature related to competency modeling and its 
application to catering and events.  It begins with an outline to compet
of the definitions of the related terms competency model and modeling.  This is followed 
by a discussion on the types of competencies and a discussion on two models for 
applying competencies that serve as potential frameworks for this stu
are most commonly used in the key human resources functions within organizations.  
With the review on competency and competency modeling complete, the focus is directed 
to a review of competencies in hospitality.  Finally, the review is f
competency and catering & events.  The Chapter concludes with the approach and 
rationale for this study, which will be discussed in greater depth in the following chapters.  
Definitions of Competency and Competency Modeling
Figure 1. Competency, m
• Characteristics that individuals have and use in appropriate, consistent 
ways in order to achieve desired performance (Dubois & 
p. 16).
Competency
• Model that depicts common attributes of top performers in a specific job.
Competency Models
• The process to develop competency models, while competency
approaches can be strategic and systematic.
Competency Modeling
 9 
CHAPTER II 
REVIEW OF LITERATURE 
ency and a review 
dy.  Competencies 
unneled into 
odels, and modeling. 
Rothwell
-
 
 
, 2004, 
based 
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Competency 
There are many definitions of competencies.  According to Merriam-Webster 
(n.d.), “competency” is simply defined as an ability or skill.  Competencies as defined by 
Dubois & Rothwell (2004, p. 16) are “characteristics that individuals have and use in 
appropriate, consistent ways in order to achieve desired performance.  These 
characteristics include knowledge, skills, aspects of self-image, social motives, traits, 
thought patterns, mind-sets, and ways of thinking, feeling, and acting.”  Gilbert (2007) 
defines human competence in terms of a mathematical equation where “worthy 
performance” is a function of “valuable accomplishments” over “costly behavior."  
Gilbert explained that increasing human competence is increasing the value of 
accomplishments while decreasing the energy placed in the efforts.  Or in his words 
“great quantities of work, knowledge and motivation, in the absence of at least equal 
accomplishments, are unworthy performance" (Gilbert, 2007, p. 18). 
Competency is an “underlying characteristic of an individual that is causally 
related to criterion-referenced effective and /or superior performance in a job or situation" 
(Spencer & Spencer, 1993, p. 9).  According to Spencer and Spencer, competencies are 
characterized by five characteristics: (1) knowledge and (2) skill being more superficial, 
and (3) motives, (4) traits, and (5) self-concept being more ingrained into one’s 
personality.  Inherent characteristics of competencies are that they are a deep part of a 
person’s personality and can predict behavior and performance based on a specific 
standard (Spencer & Spencer, 1993).    
Competency, Models, and Modeling 
Competency, competency models, competency modeling and competency-based 
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approaches are not synonyms.  Competency is as previously defined, competency model 
is a model that depicts common attributes of top performers in a specific job, competency 
modeling is the process to develop competency models, while competency-based 
approaches can be strategic and systematic.  A competency model is defined succinctly 
by Lucia & Lepsinger (1999) as “the particular combination of knowledge, skills, and 
characteristics needed to effectively perform a role in an organization and is used as a 
human resources tool for selection, training, development, appraisal, and succession 
planning."  Rothwell & Lindholm (1999) define it as “a narrative description of job 
competencies for an identifiable group, such as a job category, a department or an 
occupation.  It describes key characteristics that distinguish exemplary (best-in-class) 
performers from fully-successful performers” (p.91).  Even more simply put, competency 
models identify the skills, knowledge, and behaviors or characteristics required to 
perform a particular job.  There is a certain complexity innate to this definition due to the 
involvement of analyzing human beings and specific jobs, which are unique, with 
multiple variables. 
Types of Competencies 
There are two primary types of competencies as can be seen in Figure 2: 
organizational core and job.  The organizational core competency is the “collective 
learning of an organization, especially how to coordinate diverse production skills and 
integrate multiple streams of technologies.  It is the key to what makes the organization 
competitive" (Rothwell & Lindholm, 1999).  As previously discussed, organizational core 
competency is the knowledge, skills, and behaviors collectively shared by individuals 
within an organization that is required for success.   
 
 
The second type of competency is job competency.  Competencies, in this 
context, encompass clusters of knowledge, skills, abilities and behaviors required for 
success in a given occupation (
Wellins, 2004, p. xix).  Hence, job competencies are specific to organizations and can 
vary wildly across organizations (Koenigsfeld et al., 2011).   
Figure 2. Types of Competencies.
Job competencies describe the knowledge, skills, and behaviors required for 
exceptional performance for a particular job.  
characteristic of an employee (i.e. motive, trait, skill, aspects of one’s self
role, or a body of knowledge) which results in effective and/or superior performance in a 
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job.”  Another definition comes from the consensus of hundreds of human resource 
development specialists who attended a conference on competencies in Johannesburg, 
South Africa, in October 1995. According to the conference proceedings as reported by 
Parry (1996), “A competency is: a cluster of related knowledge, skills, and attitudes that 
affects a major part of one’s job (a role or responsibility), that correlates with 
performance on the job, that can be measured against well-acceptance standards, and that 
can be improved via training and development.”    
The objective of identifying job competencies is to provide a measurable and 
objective standard from which to judge employee performance in specific jobs.  Job 
competencies differ according to both fields and culture.  Competencies are context-
specific, meaning that some competencies are valued more in certain jobs over others 
(Boyatzis, 1982).   
The Evolution of Competencies 
There are a number of noted contributors to research on competency models 
including Patricia McLagan, Lyle & Signe Spencer, C.K. Prahalad, Gary Hamel & David 
Ulrich, and William J. Rothwell (Rothwell & Lindholm, 1999).There have been 
numerous research studies conducted in the design of competency models.  This section 
discusses several selected methods of competency modeling designs by Flanagan, 
Boyatzis, Spencer & Spencer and Lucia & Lepsinger.   
Thomas Gilbert, a forefather of performance technology, wrote a seminal book on 
human competence and differentiation between behavior and performance. Via his 
leisurely theorems, Gilbert’s research yielded some striking foundational aspects for 
competency modeling. One conclusion found that human competence is inversely related 
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to motivation, knowledge and hard work.  Competent people can create value and results 
without excessive cost.  Another is that human competence cannot be found in human 
behavior (Gilbert, 2007).  Gilbert described his concept of “potential for improving 
performance” which is inversely related to competence and competition, that with all 
things being equal, people will still perform differently due to inherent characteristics 
(Gilbert, 2007).     
After Gilbert, the beginnings of competency modeling can be traced back to John 
Flanagan’s critical incident technique developed in the 1940s.  Flanagan’s technique is 
also important for being the first to emphasize behavioral events that distinguish between 
exemplary and fully successful performers (Rothwell & Lindholm, 1999).   
The Works of John Flanagan 
 A precursor of competency modeling is the critical incident technique, developed 
by John C Flanagan in the 1940s.  The critical incident technique is a set of procedures 
that seeks to solve practical problems and develop psychological principles by collecting 
and analyzing observations of human behavior (Flanagan, 1954).  The technique 
emphasizes the collection of observable, significant incidents that conform to a set of 
predetermined criteria that are flexible and customized to the situation. 
 The premise of the critical incident technique rests on the value of direct 
observations on fellow human beings.  Flanagan describes the word “incident” as “any 
observable human activity that is sufficiently complete in itself to permit inferences and 
predictions to be made about the person performing the act” (Flanagan, 1954, p. 327). 
Flanagan goes on to describe the word “critical” as an act where both the intent and 
consequences are clear.  With the value of direct observations established, the critical 
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incident technique is to systematically analyze the observations objectively, to form 
scientifically testable relationships.   
 The basis from which the critical incident technique was developed can be traced 
to the Aviation Psychology Program of the United States Army Air Forces, according to 
Flanagan.  One of the early studies performed by this program was in an analysis why 
pilot candidates from flight training schools failed in 1941.  The study documented 
generic reasons for failure such as lacking flying ability, poor judgment or similar.  
However the study also documented the results of direct observation on critical acts.  
These observations were not generic, with particular behaviors recorded that ultimately 
formed the basis of future research on pilot selection (Miller, 1946).   
 The critical incident technique measures direct observations systematically. 
Flanagan prescribes that clear specifications be established prior to data collection.  This 
involves delineation of the situations to be observed, establishing relevance to the general 
aim, detailing the extent of the general aim, and noting the persons to make the 
observations. With data collection, Flanagan outlined specifications specific to the 
persons making the observation, the groups to be observed and behaviors to be observed.   
In the last step of data analysis, Flanagan’s objective was to increase the usefulness of the 
data without losing “comprehensiveness, specificity and validity” (Flanagan, 1954).   
 Flanagan discussed the applications of the critical incident technique under nine 
headings: (a) criteria measurement; (b) measures of proficiency; (c) training; (d) selection 
and classification; (e) job design and purification; (f) operating procedures; (g) equipment 
design; (h) motivation and leadership (attitudes); (i) counseling and psychotherapy 
(Flanagan, 1954).  The critical incident technique is important to competency modeling 
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as it forms the beginnings of the principles of competency models. It is also important for 
being the first to emphasize behavioral events that distinguish between exemplary and 
fully successful performers (Rothwell & Lindholm, 1999). 
In 1959, Robert White first coined the term ”competence” in reference to theories 
of motivation.  White (1959) used the term to refer to “an organism’s capacity to interact 
effectively with its environment” and his central argument being that “the motivation 
needed to attain competence cannot be wholly derived from sources of energy currently 
conceptualized as drives or instincts."  From Flanagan to White, the basic building blocks 
of competency modeling slowly fell into place.   
David McClelland 
David McClelland in 1973, prepared a case on standardized testing discussing the 
arguable validity of intelligence and aptitude tests.  He outlined six guidelines that were 
studied in education but later shown to be applicable to business.  The first of the six 
guidelines emphasized the immense value of criterion testing which is developed form 
comparing highly successful to average performers.  The second demonstrated that skills, 
traits and knowledge can be altered via training and that an individual’s past learning 
needs to be reflected.  The third guideline was that in testing individuals, to gain maximal 
results, individuals should be aware of how to improve their scores prior to testing.  The 
fourth guideline was that similar competencies should be grouped into related clusters.  
The fifth guideline suggested that testing should involve and allow for operant responses 
to provide realism.  The last guidelines were that tests should be able to be general 
enough to accommodate various action outcomes.  
McClelland’s study began to develop a new technique used in competency-based 
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human resources as a critical differentiator of performance (Boyatzis, 2007).  The 
concept of competency is highly tied to theories on performance.  McClelland’s work is 
considered a modern foundation of competency studies from which others, as discussed 
below, built upon. 
Richard E. Boyatzis 
Richard Boyatzis (1982) noted that maximal performance happens when job 
demands and the organizational environment are consistent with the capability and talent 
of individual employees.  His summary of competency research on behavioral habits 
identified three clusters of competencies respectively for threshold abilities for 
distinguishing outstanding performance.  They are namely (1) cognitive competencies, 
(2) emotional intelligence competencies, and (3) social intelligence competencies 
(Boyatzis, 2007).   
Boyatzis describes competency in terms of intent and behaviors.  It can be thought 
of as two concentric circles with intent in the middle, surrounded by behaviors, which are 
manifestations of intent, differing by situation.  In order for competencies to be 
constructed, requires measurement methods of which the work of Flanagan in his critical 
incident technique, was a key building block. 
Boyatzis’ theory of concept of competency is highly tied to theories on 
performance.  Boyatzis noted that the maximal performance is happens when job 
demands, organizational environment are consistent with the capability and talent of an 
individual (Boyatzis, 1982).  Boyatzis describes job demands as the function of tasks, 
functions and roles.  Organizational environment as the function of culture and climate, 
structure and systems, maturity of the industry, strategic position of the organization, and 
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core competence.  Lastly, functions related to an individual are their vision, values and 
philosophy, knowledge, abilities, stage in career or life, style and interests.  The 
intersection of these three areas is the best fit where maximal performance occurs.  The 
Journal of Management Development presented a special issue in 2008 documenting 
competencies as related to various occupations, updated to the recent years.  
A summary of competency research on behavioral habits identified three clusters 
of competencies respectively for threshold abilities and distinguishing outstanding 
performance (Boyatzis, 2007).  Expertise, knowledge and an assortment of basic 
cognitive competencies are those identified for threshold abilities.  A number of 
researchers confirmed the three clusters of competencies for distinguishing outstanding 
performance.  They are namely cognitive competencies, emotional intelligence 
competencies and social intelligence competencies (Boyatzis, 2007).  The studies 
conclude that “competencies are a behavioral approach to emotional, social and cognitive 
intelligence” (Boyatzis, 2007). 
Spencer and Spencer 
Spencer and Spencer’s classic competency study design features six distinct steps 
and normally takes two to three months.  The first and most important step is to define 
appropriate and accurate performance effectiveness criteria that describe effective and 
superior performance. The next step is to identify a criterion sample of subjects.  Despite 
concrete criteria establishment in step one, political considerations may exist in properly 
selecting the sample.  The third step is to collect data.  Data collection methods vary, but 
the common ones are: behavioral event interviews, expert panels, surveys, competency 
model database, job function/task analysis, and direct observation (Spencer & Spencer, 
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1993).  The fourth step is to analyze data and to develop the competency model.  The last 
two steps are to validate the competency model and to prepare applications.     
Another model discussed by Spencer & Spencer is the short competency model 
process based on expert panels.  This model features four steps: (1) convene expert 
panels, (2) optionally to conduct behavioral event interviews (BEIs), (3) analyze data to 
develop a competency model, and lastly (4) to validate the competency model. 
Lucia & Lepsinger 
 Lucia & Lepsinger discussed in some detail their steps in designing competency 
models.  To develop a model from scratch, Lucia & Lepsinger advised that the first step 
is to determine data collection methodology in order to learn about “critical incidents and 
stories that reflect effective performance of the job or role targets" (Lucia & Lepsinger, 
1999).  The next step is to conduct interview and focus groups, followed by performing 
job observations and lastly to analyze data and develop an interim competency model. 
Lucia & Lepsinger detailed additional steps towards finalizing and validating competency 
models.  These steps began with testing the competency model, analyzing the new data 
and refining the model, validating the competency model and lastly, finalizing the model. 
Competency in Action 
Competency models do have limitations.  According to Antonacopoulou and 
Fitzgerald (as cited in Koenigsfeld et al., 2011), no competency model can be so 
comprehensive as to capture an entire position level, such as all of manager rank, within 
an organization.  Additionally evolving economic and business climates coupled with 
rapid technological advances, date competency models and limit their usefulness.  These 
valid limitations do not detract from the general use of competency models but rather 
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point to the need for careful implementation. 
The value of competency models far exceed their limitations, however, because, 
unlike job descriptions, they do not merely describe what people do, but rather link 
individual performance to organizational goals and strategies (Campion, Fink, 
Ruggeberg, Carr, Phillips, & Odman, 2011).  Therefore, competency models allow 
organizations to develop staff members with potential by providing a defined target of 
knowledge, skills, abilities and behaviors need for success (Arneson, Rothwell, & 
Naughton, 2013).   
Competency models help keep organizations competitive.  With organizations 
faced with the need to constantly improve quality, reduce costs and innovate, executives 
and management needs to continuously upgrade and update the knowledge, skills and 
abilities of employees (Sandwith, 1993).  Campion et al. (2011) noted several ways in 
which competency models directly assist organizations to function more efficiently.  The 
first is that they “get organizations to pay attention to job-related information and 
employee skills in the management of employees" (p. 226).  This keeps executives 
focused on information and skills that directly have a return on investment.  Campion 
further noted that the knowledge, skills, and abilities that competency models focus on 
are usually linked to business objectives and strategies.   
Competency models are most influential in the field of human resources.  
Competency models can bring the best human resource development practices in 
selection, training, compensation and job design into the hands of managers and other 
employees (McLagan, 1997). Organizations realize that there is a linkage between high-
performing employees, high-performing organizations and a culture that supports mission 
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accomplishments (Rodriguez et al., 2002).  Competencies allow an organization to focus 
the potential of employees rather than just on “narrowly defined tasks based on job 
requirements (Rodriguez et al., 2002).  Human resources maximizes human capital; 
competencies and competency models are their most important tools for evaluating 
knowledge, skills, and abilities of employees.   
Other than the previously described two primary competencies of organizational 
and job, there are other methods of using competencies to define roles and 
responsibilities.  Functional and managerial competencies are two competencies 
specifically identified by research in human resources to delineate different functions.  
Functional competencies are sets of specific competencies that apply to all aspects 
within specific functional areas, such as sales, research and development (Schieltz, n.d.).  
Leadership or managerial competencies are the knowledge, skills and abilities that lead to 
success for those in executive or leadership positions.  Managerial competency includes 
competencies from three areas: (a) analytical competence - the ability to identify, 
analyze, and problem solving amidst uncertainty; (b) interpersonal competence - 
supervise, lead, influence and control people at differing levels; and (c) emotional 
competence - achieving stimulation via interpersonal or emotional crises situations as 
opposed to paralysis (Dessler, 1994, p. 373).  In measuring managerial competency for 
promotion, it can be as straightforward as measuring past performance via job definition, 
standard setting and appraisal.  It can also take on additional complexity for a more 
comprehensive assessment via reviewing not just past performance but also testing, 
seniority credit, education, personnel records review, ratings from multiple sources, and a 
systematic evaluation of behavioral evidence (Dessler, 2003, p. 277).  The same level of 
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assessment complexity that exists in managerial competency planning exists in the other 
competencies as well, highlighting the many parameters that need to be taken under 
consideration in competency development.   
Competency models directly influence five key human resource systems: 
compensation, selection, performance management, training and career, and succession 
planning (Nath & Raheja, 2001).  Chung, Herrera, Enz, & Laukan (2003), elaborated that 
training and career also encompasses coaching, counseling and mentoring as well as 
career development.  They added change management, preparation for future leadership 
as a key human resource function supported by competency modeling.  Lastly, they 
clarified that competency models help build the human resources framework within a 
company, guide through unstable times, provide a legal basis to human resource decisions 
and enhance communication within an organization.   
Nath & Raheja analyzed all five HR areas and wrote the specific advantages the 
use of competency models brings to each.  Competency models cause compensation to be 
more forward-looking, increases the ability to retain the best talent, and provides 
“transparency and logic for internal disparities" (Nath & Raheja, 2001).  Competency 
models in compensation can be tied to justification of pay differences between jobs or 
general pay determination (Lawler, 1994).  For selection, competency models provide for 
prioritization of critical competencies based on cost effectiveness and ease of training, 
better job/person match, and longer term career planning.  Competency-based selection 
can predict poor performance or productivity, in a critical job, manage high turnover/poor 
retention, succession planning, long learning curve times, provide for equal opportunity 
for nontraditional organizational change, and determine training needs at entry (Spencer 
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& Spencer, 1993). 
For performance management, the advantage is a stronger focus on results, 
processes, and competencies.  This is particularly beneficial when appraisal instruments 
are structured around competencies that employees have that can be enhanced or 
improved, allowing them to increase their performance in the future (Posthuma & 
Campion, 2008).  For training, competency models provide for a more detailed plan of 
acquisitions and retention of critical skills (Campion et al., 2011), the developmental 
needs of each individual, and inputs to make a more informed and calculated decision on 
effective development options.  Lastly, for career and succession planning, competency 
models provide for planned career movements that are tied to organizational objectives 
and requirements. This is particularly true for executive succession programs, which in 
most organizations, are guided by competency models (Lucia & Lepsinger, 1999).  The 
ways in which competency models can assist organizational function in “the ability to 
train, assess, select, promote, and reward employees in alignment to a desired future state 
can help speed organizations through transition" (Cummings & Worley, 2008 as cited in 
Campion et al., 2011). 
There are several approaches human resources can take in applying competency 
models.  The first is the single-job competency approach where competency models are 
developed for single jobs. This is the most common approach to competency modeling 
(Mansfield, 1996).  The second is a “one size fits all” approach whereby a single set of 
competencies applies across a broad range of jobs.  A third approach is the “multiple-job 
approach” which uses a common set of building block competencies and customizes from 
there (Mansfield, 1996).  Below, is a discussion on a research study based on competency 
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models, the ASTD Competency Study conducted by the American Society for Training 
and Development.  The objective of presenting this study is to show first-hand 
applicability to human resources.  
ASTD Competency Study: The Training & Development Profession Redefined  
The ASTD Competency Model used to define standards of excellence and 
professionalism in the training and development field is particularly notable as it was first 
conducted in 1978, fully updated in 2004, and updated again 2013.  The ASTD 
Competency Model “pinpoints critical knowledge, skills, abilities and behaviors for 
training and development professionals, with the real value being in its application" 
(Arneson, Rothwell, & Naughton, 2013).  The concept is for training and development 
professionals to incorporate the model into the human resource systems of their 
respective organizations to create an integrated system with the same competencies.   
The methodology employed by the 2013 Competency Model clarified the original 
goal: “to identify any needed changes or updates to essential practitioner knowledge, 
skills, abilities and behaviors that were first identified in the 2004 Competency Study" 
(Arneson, Rothwell, & Naughton, 2013).  Thereafter, the authors mirrored the research 
methodology utilized in the 2004 Competency Study to maintain consistency.  The 
methodology was split into three phases.  In the first phase, a review of the literature was 
conducted covering recent publications as well as materials from the ASTD archives.  
Feedback and reports from ASTD’s Certified Professional in Learning and Performance 
(CPLP) testing program was also reviewed.  In phase two, data collection was performed.  
Data was collected from existing research data within ASTD, interviews, focus groups, 
social media, and discussion boards for more targeted responses.  In the third phase, a 
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large-scale survey was performed for validation purposes with the entire ASTD 
membership.    
The findings of the 2013 Model resulted in a redefinition of the competencies for 
training and development (T&D) professionals by a complete reorganization of model 
components into two areas: T&D Areas of Expertise and Foundational Competencies.  
Foundational Competencies are areas in which T&D professionals must demonstrate to 
be successful in the current economic climate.  These Foundational Competencies include 
Business Skills, Global Mindset, Industry Knowledge, Interpersonal Skills, Personal 
Skills, and Technological Literacy.  These 10 Areas of Expertise represent areas in which 
specialized functional knowledge and skill sets are required for success.  The 10 Areas of 
Expertise identified are: Performance Improvement, Instructional Design, Training 
Delivery, Learning Technologies, Evaluating Learning Impact, Managing Learning 
Programs, Integrated Talent Management, Coaching, Knowledge Management, and 
Change Management. 
Competency in Hospitality 
The hospitality industry has used competency and competency models for a long 
time; their use has been well-document in the literature (Koenigsfeld et al., 2011).  
Leading associations such as the American Hotel & Lodging Association and its 
education arm, the American Hotel & Lodging Educational Institute use competencies as 
a tool to quantify targets in course and certification development.  Some hospitality firms 
including Marriott and Choice, have made identifying competencies in career path 
management, coaching and managing future leaders, and succession planning a priority 
(Chung-Herrera, Enz, &Lankau, 2003).   
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Human resources is a core department in any organization, but especially in 
hospitality where the intensive labor requirements necessitate efficient use of that labor.    
Many companies recognize that people are not just “a” but rather “the” core asset.  This is 
particularly true in the hospitality industry where service is a competitive advantage 
(Kandampully & Duddy, 2001).  As an example, the Wynn and Encore Resorts in Las 
Vegas offers innovative services to employees that make their lives easier, help with 
career advancement opportunities and employ creative techniques to build morale.  For 
instance, include an employee cafeteria that looks and serves food comparable to the 
front of the house, a comprehensive tuition reimbursement program, full-time staff 
members dedicated to employee activities and detailed booklet distributed to all 
departments on how to plan, execute and fund employee recognition events.   
Arte Nathan, who built and headed Wynn Resorts’ human resources efforts twice 
during his career, followed several personal axioms that became industry standards.  The 
first is in the use of recognition.  Employees crave recognition for work done right.  
Nathan had fellow executives rotate in positions from valet to housekeeping with the 
objective of cross understanding the value of each position.  The result was in the 
development of a corporate culture around saying “thank you” routinely to fellow 
employees.  A very unusual axiom of Nathan’s was in delegation whereby human 
resource tasks are delegated to managers.  His theory was that employees do not quit a 
company, but rather quit their managers.  As such delegating human resource tasks to 
managers builds authority and allows managers to be a primary source of information and 
assistance to employees.  A third axiom of Nathan’s was to hire for attitude and train for 
skills.  He believed that employers did not know who they needed to hire, how to 
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motivate, develop employees and consequently turnover increases.  “Knowing the profile 
of who you want to hire is critical, and most people have not figured that out,” Nathan 
said (Christofferson, 2010).  “Once you know what it is you are looking for, the applicant 
pool changes your perception.  Most people can be trained to do what it is you are 
looking for if they have the right attitude coming in.  You have to know the profile and 
how you identify personality (Christofferson, 2010, p. 20)."  Nathan’s comments 
demonstrate the need to understand the competencies needed to bring in-house.  In turn, 
competency models are the key element to cogently bring order to using competencies.   
Chung, Herrera, Enz, & Laukan, (2003) developed a future-oriented leadership 
competency model for the lodging industry.  They listed ninety-nine competencies and 
via a survey with industry leaders, distilled then into eight key competencies; self-
management, strategic positioning, implementation, critical thinking, communication, 
interpersonal, leadership and industry knowledge.   
Another example of competency modeling in hospitality is Cornell University’s 
renowned Master of Management in Hospitality program.  The admissions office use a 
competency model that assesses entering students on three core competencies deemed 
necessary for success: teamwork and group process skills, written and oral 
communication skills and leadership skills (Chung, Herrera, Enz, & Laukan, 2003). 
Competency models serve as a roadmap and a prototype for achieving success 
(Chung, Herrera, Enz, & Laukan, 2003).  Their implementation within hospitality has a 
solid history with competencies developed for numerous occupations. 
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Identified Competencies in the Profession of Catering and Event 
The Industry 
Catering, conference, congress, convention, event and meeting are distinct fields, 
but close enough to share many same competencies. The Convention Industry Council 
comprises 31 member organizations that represent over 103,500 individuals and 19,500 
firms involved in the meetings, conventions and exhibitions industry (Convention 
Industry Council, 2010).  The Council operates an initiative known as APEX: Accepted 
Practices Exchange to promote industry-wide accepted practices to enhance efficiency in 
the industry (Convention Industry Council, 2010). 
APEX defines these fields as follows (Convention Industry Council, 2010): 
• Catering – Food and beverage functions.  
• Conference – 1) Participatory meeting designed for discussion, fact-finding, 
problem solving and consultation. 2) An event used by any organization to meet 
and exchange views, convey a message, open a debate or give publicity to some 
area of opinion on a specific issue. No tradition, continuity or timing is required to 
convene a conference. Conferences are usually of short duration with specific 
objectives, and are generally on a smaller scale than congresses or conventions. 
• Congress – 1) The regular coming together of large groups of individuals, 
generally to discuss a particular subject. A congress will often last several days 
and have several simultaneous sessions. The length of time between congresses is 
usually annual, although some are on a less frequent basis. Most international or 
world congresses are latter type; national congresses are more frequently held 
annually. 2) European term for convention. 
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• Convention – Gathering of delegates, representatives, and members of a 
membership or industry organization convened for a common purpose.  Common 
features include educational sessions, committee meetings, social functions, and 
meetings to conduct the governance business of the organization.  Conventions 
are typically recurring events with specific, established timing. 
• Event – An organized occasion such as a meeting, convention, exhibition, special 
event, gala dinner, etc. An event is often composed of several different yet related 
functions.  
• Meeting – An event where the primary activity of the participants is to attend 
educational sessions, participate in discussions, social functions, or attend other 
organized events. There is no exhibit component. 
Gleaned from the APEX definitions, events is a broad term covering everything 
from weddings, to golf events, to dinner receptions, to gala receptions and everything in 
between meetings, are events, except that meetings have an education component.  
Conferences, conventions and congresses are similar and interchangeable terms for the 
purpose of this study, with size and duration being differentiators.  
Catering is food & beverage related, and is a component of conferences, 
congresses, conventions, events and meetings.  Catering serves as a focus for social 
interactions and the costs for food & beverage functions can have a major impact on 
budgeting (Pizam, 2010).  
With the significant overlap in job function between meetings, catering and event 
planners, as well as similar terms discussed above, the ultimate goal is to ensure that 
attendees gathering for a shared objective achieve it seamlessly (Blanchard, 2005).  In 
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general, planners are the liaisons between clients and them achieving their needs.  
Planners must understand client objectives, and take care of all the minutiae to achieve 
them.  Specific tasks can include venue selection, requesting or responding to request for 
proposals, contract negotiation, budgeting, vendor selection and management, preparation 
of timelines and production schedules, program development, arrangement of 
audio/visual/technologies, entertainment as needed, décor, transportation, housing, all 
logistics, and pre/post communications (Pizam, 2010).  Although barriers to entry are low 
(Silvers, Bowdin, O'Toole, & Nelson, 2006), the field requires both specific and generic 
skills that translate well into competencies.   
The meetings and events industry provided an economic impact to the U.S. 
economy of $280 billion in 2012 (Convention Industry Council, 2012).  As demand for 
meetings and events continued to grow, the industry recognized that the competencies 
meeting and event professionals are expected to possess proportionally increased.  This is 
represented by competencies developed by the Meeting & Business Event Competency 
Standards created by the CTHRC and MPI (Meeting Professionals International), the 
EMBOK model for events, and the CPCE model for catering.   
Meeting & Business Event Competency Standards 
To demonstrate a broad range of knowledge, the CTHRC and MPI (Meeting 
Professionals International) jointly developed these competency standards via a process 
of consultation and validation with industry stakeholders.  
In the preface to the Meeting & Business Event Competency Standards 
publication, appeared a quote from Carol Krugman M.Ed., CMP, CMM: “Having 
recognized standards will provide the necessary framework and increased credibility we 
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have been seeking for decades” (Canadian Tourism Human Resource Council, 2011).  
The competency standards were created to “represent a comprehensive summary of the 
knowledge and skills that should be possessed by experienced meeting and business 
event experts” (Canadian Tourism Human Resource Council, 2011).    
The findings of the 2011 Competency Model was a comprehensive compendium 
of 12 standards: strategic planning, project management, risk management, financial 
management, administration, human resources, stakeholder manager, meeting or event 
design, site management, marketing, professionalism and communication.  Each standard 
was subdivided into an overview of common knowledge, subs kills, and the knowledge 
and abilities covering each sub skill.  For example, under “Strategic Planning,” a 
common knowledge (among others) was “basic business management skills,” a sub skill 
was “develop mission statements, goals, and objectives of meeting or event,” and 
knowledge and abilities was “knowledge of purpose and objectives of a meeting or event, 
ability to work with, communicate and understand stakeholder goals" (Canadian Tourism 
Human Resource Council, 2011). 
Catering Body of Knowledge 
 A catering body of knowledge is in existence.  Created by the National 
Association for Catering & Events (NACE), the body of knowledge was created as part 
of their signature professional certification offered, the CPCE.  Formerly known as the 
Certified Professional Catering Executive, it has been renamed Certified Professional in 
Catering and Events in conjunction with the association name change.   
 The stated goals of the CPCE according to NACE (2013) are to: 
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• Establish a nationally recognized standard of competence in catering and 
events 
• Promote professional commitment to excellence 
• Endorse active participation in educational offerings 
• Aid employers in identifying quality personnel 
• Enhance professional image of members 
• Sense of accomplishment for participants 
 The CPCE program was created in 1986 and later developed by association 
members.  The members solicited the involvement of catering related professors from the 
University of Central Florida and the University of Nevada, Las Vegas to develop a body 
of knowledge that would cover the core competencies of the industry.   
 This body of knowledge covering core competencies in catering and events 
involve eight areas: (1) accounting, (2) beverage management, (3) catering services, (4) 
contracts and agreements, (5) event management, (6) food production, (7) human 
resources, and (8) sales and marketing (National Association of Catering Executives, 
2011).After NACE changed the name, the industry began to recognize catering and 
events as a defined profession.  However, with incomplete competencies for catering 
developed purely for the purpose of creating a certification and an elaborate set of 
separate competencies for events, there exists a need to formally define the competencies 
for catering and events as a single profession.  
Events Body of Knowledge 
The EMBOK: Event Management Body of Knowledge model is an established 
authority on event management competencies.  Developed in 1999 by leading event 
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management professionals from both industry and academia, the model has been revised 
twice since.  EMBOK is a “three dimensional description of the knowledge and skills 
essential to create, develop, and deliver an event” (Silvers, Bowdin, O'Toole, & Nelson, 
2006).  The model is broken into domains, process, phases, and core values.  Domains are 
areas of management that include design, administration, marketing, operations and risk.  
Processes are activities that are repeated in the management of an event.  These include 
management, analysis, communication, decision optimization, scheduling and risk 
analysis.  Additionally, processes specific to event types include conference registration, 
press accreditation, site choice, procurement, request for proposals, costing, engaging 
speakers and contracting.  Phases include initiation, planning, implementation, and event 
closure.  Lastly, the core values are integration, creativity, ethics, strategic thinking, and 
continuous improvement. 
The Value of Competencies in Catering and Events 
Catering and event professionals cover a variety of job types.  The traditional 
characterization is with those who are responsible for catering functions in venues such 
as hotels, off-premise, clubs, and unique venues including mansions, museums etc.  The 
term also includes event planners such as those in hotels, business owners, corporate, 
social and government.  Lastly, the term is used to encompass event professionals 
contingent upon their level of interaction with caterers and event planners.  There is 
heavy cross-pollination of job functions with meeting and event planners, with the key 
differentiating factor being the emphasis on food & beverage and catering.  One 
commonality is that catering and event executives hold key positions that involve 
significant revenue contribution, and an oversized expense structure due to the high labor 
  34 
 
and material cost.  Their value to an operation should not be underestimated. 
A number of sizable associations serve the catering, meeting, convention and 
event planners.  These associations serve as the hub for knowledge of their respective 
industry segments via the meetings and conferences they offer.  Education is valued in 
this industry segment.  Industry associations play a large role in supplying education 
(Silvers, Bowdin, O’Toole & Nelson, 2006).  All of the above offer continuing education 
in some form as well as certifications to help their members stand out.  All of the above 
also consider educational offerings as a major revenue center.   
Notable amongst the fray, based on size and longevity, is the umbrella 
organization described above in the Convention Industry Council (CIC), and others 
including Meeting Professionals International (MPI), Professional Convention 
Management Association (PCMA), International Special Events Society (ISES), 
International Association of Exhibitions and Events (IAEE), and the National Association 
for Catering & Events (NACE).  
The National Association for Catering and Events is the oldest and largest 
catering association in the world.  The organization’s objective is to help the industry 
reach its highest potential, with education including professional certification, as key 
organizational strategies.  
Founded in 1958 as the Banquet Manager’s Guild, The Guild was created to serve 
the needs of hotel banquet managers and directors of catering In New York City.  In 1980, 
the Guild changed its name to the National Association of Catering Executives and 
broadened its scope to serve directors and managers of catering, off-premise caterers, 
wedding planners, special event planners and meeting planners.  The association changed 
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its name again in 2013 to the National Association of Catering & Events to better reflect 
the membership and the changing job responsibilities of members to encompass both 
catering and events.  Prior to July of 2012, NACE was called the National Association of 
Catering Executives.  
In conjunction with the name change, NACE rewrote the mission to “advance the 
entire catering and events industry and its professionals.”  In written commentary from 
the Executive Director, Bonnie Fedchock CAE (B. Fedchock, personal communication, 
July 2, 2013), expressed that from member research, they found that most members were 
responsible for knowledge and performance in both the catering and event fields.   This 
evolution occurred based on consumer expectation changes where they now expect any 
professional in the field to know about not just food & beverage, but events, décor, and 
all other related aspects such as lighting, tenting, entertainment, photography, 
videography, planning, and execution.  With customers expecting a one-stop-shop for 
their needs, leaders need to be well versed in all areas of catering and events.  It is with 
this knowledge gleaned from members that became the impetus of the name change. 
 The industry’s largest association’s formal name change signals the genesis of 
catering and events as a bona fide profession.  With this newly recognized profession, 
there is no competency model that clearly defines the parameters of catering and events.  
With the creation of such a competency model, it further legitimizes the profession, 
provides an initial basis that can have legal ramifications, the foundation for all related 
human resource functions, a basis for education, and of immediate need to NACE, a 
grounding to rebuild their CPCE certification- the single resource to core competencies 
for catering and events.   
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The Approach of this Study 
This study was developed based on a classic competency study design.  As 
defined by Spencer & Spencer (1993), classic competency studies are completed in six 
steps.  The first step is to define performance effectiveness criteria.  This important step 
defines the hard and accurate criteria from which exceptional performance in a job is 
studied.  The second step is to identify a criterion sample of exceptional performers. This 
is followed by data collection, normally with one of six methods: behavioral event 
interviews, expert panels, surveys, competency model database “expert system,” job 
function/task analysis, and direct observations (Spencer &Spencer, 1993).  The fourth 
step is to analyze the data and to formally develop a competency model.  Finally come 
competency model validation and the development of applications to put the model into 
use.  Under this perspective, the approach for this study came from William J. Rothwell’s 
research.     
Rationale for the Approach in Developing the Dissertation Study 
Rothwell detailed several approaches commonly used in competency models.  
The approach selection process is dependent on the group to be studied, the value of the 
group towards the organization’s financial objectives, the skill level of practitioners, and 
finally, the corporate culture (Rothwell & Lindholm, 1999).  Of the three traditional 
approaches, the borrowed-tailored approach is most appropriate for the dissertation study. 
In the field of catering and events, there are bodies of knowledge in each of those areas 
that resemble the building blocks of competency models in existence.  None were 
developed as competency models and none adequately fit both catering and events.  It 
can thus be argued that the borrowed-tailored approach is the best fit.   
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The borrowed-tailored approach begins with research data already collected by 
another organization.  This study began with first borrowing and then tailoring the 
approach to customize for catering and events.  In catering, a body of knowledge was 
created by the National Association for Catering & Events specifically for the creation of 
a certification, while for events, a published body of knowledge was created for event 
professionals.  This approach required surveying members of the target group, holding 
focus group meetings with exemplary and fully-successful performers or conducting a 
small-scale study with behavioral event interviewing (Rothwell & Lindholm, 1999).   
With the bodies of knowledge above, the borrowed-tailored approach involves 
borrowing, and tailoring by re-developing the combined bodies of knowledge into 
competencies, followed by validation.  Rothwell & Lindholm (1999) indicated that the 
rigor in conducting and validating a study is limited by time.  As such, the borrowed-
tailored approach allows for time and cost savings by using established bodies of 
knowledge.   
Chapter Summary 
This chapter provided an overview of related literature.  A review of current 
research on the concept of competency and competency modeling was presented.  This 
review described the types of competencies and the evolution of the concept.  A related 
competency study was reviewed to demonstrate the concept in action.  The focus was 
then shifted to hospitality and more specifically, the catering and events industry.  The 
existing bodies of knowledge were presented to identify the related competencies.  Lastly, 
the approach to the study and the rationale for the approach was discussed.  
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CHAPTER III 
RESEARCH METHODOLOGY 
With the development of a job competency model for catering and events as the 
objective of this study, existing bodies of knowledge in catering and events are separately 
examined.  With the modified Delphi technique, the research questions cover a 
competency model that identifies occupational classifications, competencies and skills, 
attitudes and traits, and lastly to build consensus amongst experts.  Both bodies of 
knowledge will be borrowed under the borrowed-tailored approach and tailored to 
develop the new job competency model for catering and events. The methodology 
utilized is broadly conceived to be under the umbrella of the Competency Menu Method 
with surveys and analyzed under a modified Delphi technique.   
The Delphi technique requires that the subject expert respondents distill the 
domains by ranking importance to conclude with a short list of the most essential ones 
only (Rothwell & Lindholm, 1999).  Rothwell and Kazanas (1994) further detailed that 
within the Delphi technique, written surveys are used iteration after iteration with 
resultant data compiled by researchers until agreement is reached.  Participants do not 
meet and stay anonymous throughout the research. 
In this study, the first iteration of a modified Delphi technique was from a 
comprehensive literature review to solicit practitioner expert guidance through open-
ended questions. This was followed by a second iteration from the results of a content 
analysis of iteration one to solicit input on competencies and sub-competencies identified, 
ending with a final iteration to verify the list of domains and develop a complete 
competency model.   The basis of competency model development used a multiple-job 
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approach whereby a set of common building block competencies was identified 
(Mansfield, 1996).  The multiple-job approach allows for further research, beyond the 
scope of this study, to more easily evaluate the different levels and responsibilities among 
catering and event positions.  This chapter begins with an overview of (1) Delphi 
technique, the methodological approach that will be use is this study, (2) research 
methods, (3) research procedures, (4) participant selection, (5) instruments that were used 
for this study.   
Delphi Technique 
Developed by the RAND Corporation in the 1950s, the objective of the Delphi 
technique is “to obtain the most reliable consensus of opinion of a group of experts” 
(Dalkey & Helmer, 1963).  It is a qualitative process that quantifies identified concepts 
(Rowe & Wright, 1999).  The Delphi technique is a series of iterative questionnaires 
conducted over two or more rounds, done anonymously.  As the expert respondents never 
meet and are unaware of each other’s identities, it is thought that groupthink is reduced 
and respondents answer as honestly (Stines, 2003).  The traditional procedure is 
performed in three steps: preparation, survey, and an implementation phase that includes 
analyses and application.   
Delbecq, Van de Ven, and Gustafson (1975, as cited in Hsu & Sandford, 2007, p. 
1), indicated that the Delphi technique can be used to: 
A. To develop a range of possible program alternatives; 
B. To explore underlying assumptions leading to different judgments; 
C. To locate information to generate a consensus; 
D. To correlate informed judgment on topics; 
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E. To educate respondent groups on the aspects of the topic 
A traditional Delphi technique process can theoretically have an unlimited number 
of iterative rounds.  Hsu & Sandford (2007) documented this process in a four round of 
iteration.  In the first round, an open-ended questionnaire is completed with the selected 
respondents and a formal, well-structured questionnaire is then produced. In the second 
round, the respondents review and rank the items summarized by the researchers from 
information in the first round. In the third iteration, respondents are asked to revise their 
judgments. In the fourth and final round, respondents are given a final opportunity to 
revise their judgments on “their ratings, minority opinions and items achieving 
consensus” (Hsu & Sandford, 2007).  
Linstone & Turoff (1975, as cited in McKenna, 1994) outlined four reasons that 
would prompt researchers to consider using the Delphi technique.  The first is situations 
where the research problem cannot be best measured via analytical techniques, but rather 
via subjective judgments on a collective basis.  The second is when a research population 
is diverse in terms of expertise and/or experience.  A third reason is where more subjects 
can benefit the study but face-to-face interaction is ineffective. Fourth, the issues of cost, 
time and logistical planning present challenges that make face-to-face meetings 
infeasible.   In summary, the advantage to using the Delphi technique lies in its ability to 
guide group opinion to final decisions (McKenna, 1994). 
Characteristics of the Delphi Technique 
There are four key distinguishing features of a Delphi technique, namely 
anonymity, iteration, controlled feedback, and the statistical aggregation of group 
response (Rowe & Wright, 1999).  Anonymity is achieved with surveys as opposed to 
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expert panels or focus groups where respondents meet in person and the human 
interaction element influences the outcome.  Together with iteration, pressure on 
respondents is eased and multiple opportunities to provide and alter responses are given.  
Accuracy tends to increase over iterative rounds (Rowe & Wright, 1999) with a reduction 
of the effect of noise (Hsu & Sandford, 2007).  With iteration, controlled feedback is 
given to respondents between rounds and this process allows the voices of the majority to 
be heard without individual grandstanding.  With statistical aggregation, the group 
judgment is presented as a statistical average from the final round.   
Rowe & Wright (1999) analyzed the advantages in using Delphi techniques.  
Greater consensus amongst respondents is achieved, with empirical evidence supporting 
claims that variance is also reduced. Additionally, evidence suggests that Delphi 
generally leads to greater accuracy and improved judgments over staticized groups and 
unstructured interacting groups (Rowe & Wright, 1999).  Some of the disadvantages and 
potential shortcomings with the Delphi technique are that there is a potential for low 
response rates, it is highly time consuming because the process is individual and iterative, 
there is potential for general rather than specific statements, and also a potential for 
researchers to mold responses based on their feedback provided (Hsu & Sandford, 2007). 
Other disadvantages include a lack of accountability due to the complete anonymity 
(McKenna, 1994).   
The Delphi technique has many variations such as “modified Delphi,” the “policy 
Delphi,” the “real-time Delphi.”  Regardless of the selected Delphi technique, the generic 
approach is to determine, predict and explore group attitudes, needs and priorities 
(Hasson & Keeney, 2011, p. 1696).   
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This study utilized Rothwell’s modified Delphi technique.  It is a variation based 
on traditional Delphi, e-Delphi and reverse Delphi.  In traditional Delphi technique, the 
aim is to solicit opinion and gain consensus using experts selected as respondents based 
on the aims of the research (Hasson & Keeney, 2011).  In e-Delphi, it is essentially a 
derivative of traditional Delphi except that administration is via online surveys or email. 
Finally, in reverse Delphi, the process begins with a comprehensive review of literature, 
followed by an expert review and consensus building as in traditional Delphi. 
Research Methods 
As discussed, the primary instrument used was a modified variant of the Delphi 
technique, designed to gather data from respondents within their areas of expertise. This 
technique was designed as a group communication process to achieve a convergence of 
opinion on specific, real world issues (Hsu and Sandford, 2007).  In a Delphi technique, 
respondents expand upon a small amount of information.  Typically, participants are 
chosen for their specific expertise, remain anonymous and never meet as a group 
(Rothwell, 1999).  In this study with a modified Delphi technique, the initial information 
was broad and based on published knowledge from NACE.  Respondents, using Delphi 
techniques, condensed and whittled down the information into the final components of 
the competency model. 
According to Hsu and Sandford (2007), a number of researchers have pointed out 
that three iterations are normally sufficient to collect the information and reach 
consensus.  They further explained that the first round is an open-ended questionnaire, 
followed by participants being asked to review items summarized by researchers as the 
second round, and the third round with participants being asked to revise their judgments.    
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 Research Procedures 
 Phase I as seen in Table 1 consisted of a literature review.  The key findings were 
summarized and domain identification completed.  This phase consisted of respondents 
randomly selected from the National Association for Catering & Events (NACE) 
membership that possessed either of the following credentials: Certified Professional in 
Catering and Events (CPCE), Certified Meeting Professional (CMP), or the Certified 
Special Event Professional (CSEP).  In this phase, initial domains were identified, with 
verification and validation that the current core competencies were still valid. 
Table 1 
Methods & Results 
Process in Developing a Competency Model for Catering and Events Professionals: Methods & Results 
Phase I 
Literature Review 
- Identification of the initial core competencies (core body of knowledge) 
Method 
- Content analysis 
 
Iteration I 
Survey 
- Sent to 28 to participants of whom 16 participants responded, yielded a fifty-seven percent 
response rate 
Method 
- content analysis 
Phase II 
Iteration II 
Survey 
- 235 participants of whom 80 participants responded, yielded a thirty-five percent response rate 
- Participants were asked to rate the sub-competencies in terms of importance 
Method 
- A single survey was sent to each participant using a 5-point Likert-rating scale to rate each item 
- Descriptive statistics including measures of central tendency and standard deviation were used 
to analyze the data 
Phase III 
Iteration III 
Validation Survey 
- Sent out to the same participants as in iteration two 
- This iteration ranked each core body of knowledge/competency and each sub-competency in 
order of importance according to the results of the survey in iteration II 
Method 
- A single survey was sent to each participant using a 5-point Likert-rating scale to rate each item 
- Descriptive statistics including measures of central tendency and standard deviation were used 
to analyze the data 
Phase IV 
 
Proposed Competency Model for Catering and Event Professional 
- Final Refinement of Catering and Events Competency Model  
- Final Catering and Events Competency Model 
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Phase II as seen in Table 1 consisted of data integration, coding and integration of 
the findings to develop a more refined model.  This was followed by the creation of the 
revised competency model with respondents being current CPCE designees.  There exist 
a CPCE committee that served as the first trial for this group of respondents.  The final 
product of this phase was a more detailed draft of the revised model with a final review 
that followed. 
 Phase III as seen in Table 1 was a validation survey that was sent out to the 
respondents to ensure an adequate analysis of the competency model.  The final phase, 
phase IV as seen in Table 1, was a final review of the revised model.  This final round 
was to allow the respondents to finalize revisions, confirm enhancements, and make final 
adjustments for results distribution.    
 
Figure 3. Overview of research methodology. 
  
Process in 
Developing a 
Competency 
Model for 
Catering and 
Events 
Professionals
Phase I
• Literature Review
• Area of Expert Survey 
Iteration1
• Data Summary Report
Phase II
• Data Integration
• Catering & Events Model 
Draft 1
• Area of Expert Survey 
Iteration 2
• Catering & Events Model 
Draft 2
Phase III
• Validation Survey Iteration 3
• Catering & Events Model 
Draft 3
• Preparation of Finding
Phase IV
• Final Refinement of Catering 
and Events Competency 
Model
• Final Catering and Events 
Competency Model
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Data Collection  
This study utilized a modified Delphi technique where the initial Delphic 
instrument was created with a literature review and an expert review panel.  The three 
primary data collection methods used included environmental scanning, content analysis, 
and via self-administered surveys.  
As a starting point to prepare for the literature review, the researcher conducted an 
environmental scan.  Environmental scanning is an established process to seek out 
information that can guide planning processes and decision-making by monitoring the 
environment (Aguilar, 1967).  It is discovering and using information on trends, events, 
and relationships about an external environment, with this environmental analyzability 
performed via four modes of scanning; undirected viewing, enacting, conditioned 
viewing, and searching (Choo, 2001).  The step of an environmental scan is to provide 
background needed to properly acquaint and update the researcher with the current 
situation of the profession, a holistic view of the marketplace, its constituents, the trends, 
and the association on which the data is to be drawn from.   
In this study, environmental scanning was of the conditioned viewing varietal as 
the environment was deemed to be analyzable with both passive information gathering 
and intrusion into the environment for fact collection (Choo, 2001).  As conditioned 
viewing is mostly performed via widely used sources in the industry via non-people 
sources, the mode of searching was also used as a supplement.  For this study, 
environmental scanning was done via current periodicals and writings on the industry at 
large, both public and private information sources within industry associations, as well as 
informal interviews with a variety of stakeholders within the profession.  By the end of 
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the environment scanning and literature review processes, as summarized in chapter two, 
a review of the catering and events industries, competencies and competency modeling, 
and competency modeling in hospitality was presented.  This provided for the basis of 
this study as well as the foundation from which this research was built upon. 
With the collection of data from environmental scanning and the subsequent 
literature review, content analysis was then utilized.  Content analysis is a method of 
analyzing verbal, written or visual communication messages (Cole, 1988).  Content 
analysis has traditionally been unique to each study, with no simple guidelines, and no 
“right” way of doing it (Elo & Kyngas, 2008).  The objective of content analysis in this 
study was to abstract and categorize the data to make sense of the abundance of 
information from a wide variety of sources.  The first step performed was to review 
relevant literature and information sources.   The search for content was designed to be 
broad to identify concepts and issues of relevance to the catering and events field as well 
as to the methodology of this study.   
  Data collection with self-administered surveys is not a novel concept, with 
recorded usage dating back to 1880.  A self-administered survey is one of the least 
expensive means of acquiring information.  This is particularly true for panels spread 
across large geographical area.  Highly standardized, the process lends itself to efficient 
analysis.  Researcher bias is also reduced due to the lack of face-to-face interactions 
(Babbie, 1989 as cited in Stines, 2003).With the advent of the internet age, survey 
dispersal and retrieval electronically provides time and cost efficiency. 
Participant Selection 
The target population for this study was members of the NACE: National 
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Association for Catering & Events.  NACE is the largest industry association specifically 
dedicated to catering and event professionals.  The membership roster exceeds 3,500 
members spread over 40 chapters across the United States.   
The assumption is that the target population will facilitate discovery, 
understanding, and help develop insight. Therefore a sample from which the most can be 
learned is selected. This study employed the techniques of theoretical sampling as an 
ongoing sample selection process.  Based on the suggestion by Dalkey (1969) who found 
that group reliability can be maximized and group error reduced with expert panels of at 
least ten members, the NACE national board and committee members were selected first 
as participants for the first iteration.  The NACE national board and committee members 
demonstrated broad representation from the catering, events as well as academic sectors.  
These participants held one or more of three certifications: the CMP: Certified Meeting 
Professional, the CPCE: Certified Professional in Catering and Events, or the CSEP: 
Certified Special Event Professional.  Since board members were elected and committee 
members selected for their reputation, tenure and expertise, they were without exception, 
long-term members of the association most with extensive leadership experience on a 
local chapter level.  It is therefore reasonable to expect that they possess a significant 
wealth of industry knowledge.  This meets the criteria that the respondents be visionaries, 
have a strong understanding of the issues and represent differing viewpoints (Czinkota & 
Rukainen, 1997).  This small sample led the study in a changing process guided by the 
emerging theory.  This method of theoretical sampling is a process of data collection for 
generating theory where the analyst codes and analyzes leading to further decisions on 
what data to collect next and where (Glaser & Strauss, 1967).  The sample for the second 
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iteration were designees of the CPCE: Certified Professional in Catering and Events, a 
certification offered by NACE, developed by university faculty/researchers, and industry 
consultants in catering and events.  This sample population consisted of individuals with 
documented expertise gained from required industry experience, validated by proctored 
examination, and recertified at regular intervals.    
Delphic Iterations 
In preparation for the Delphic iterations, three major processes took place. The 
first was to prepare the survey instrument and supporting materials.  This includes the 
decision on the method of delivery and instructional materials, in addition to the actual 
survey instrument.  The second is the formal confirmation and communication of 
instructional details with expert panelists.  The third is in any administrative requirements 
needed to facilitate the participation of the expert panelists.  As an example, 
recertification credits may be granted to those who participate.  Contact with expert 
panelists will primarily be via e-mail. The researcher’s contact information was provided 
to all panelists, including e-mail, telephone and addresses.   
In the first iteration that involved the participation of NACE national board 
members, the objective was to identify additional domains and validate the domains 
identified in previous research.  This process began with an e-mail of instructions 
immediately followed by a formal conference call that introduced the procedure.  The 
informed consent was built into the formal survey instrument.     
The second iteration was sent to the CPCE committee and the general population 
of CPCE designees.  This iteration produced the competency model.  Respondents 
browsed the list of identified competencies and then used a 5-point Likert-scale to rate 
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each item from a scale of least important (1) and most important (5).      
In the third and final iteration, the full complement of respondents received the 
validation survey to ensure an adequate analysis of the competency model. 
Chapter Summary 
 This chapter provided an overview of the methodology to create a competency 
model for catering and events.  Via a three-iteration modified Delphic process, the 
objective is achieved.  The modification to the traditional Delphic technique is in the use 
of domains identified in previous research commissioned by NACE.  The validation and 
identification of new domains is a key goal of this study.  The study began with an 
environmental scan, followed by a literature review with content analysis, and a Delphic 
process on an instrument created from expert review panels. 
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CHAPTER IV 
FINDINGS 
The objective of this study is to discover the competencies of catering and event 
professionals as identified by a panel of subject matter experts.  It is also to define 
occupational classifications, identify competencies and skills, attitudes and traits, and to 
build consensus amongst industry experts.  Based on responses to surveys distributed to 
targeted recipients, this study involved three iterations following the modified Delphi 
method.  The procedure is detailed in the previous chapter.  This chapter will begin with a 
discussion on the participants of the research followed by a review of each iteration. 
Participants 
The purpose of this research was to create a competency study for catering & 
event professionals.  With NACE, the National Association for Catering & Events, 
redefining their target membership to catering and event professionals in recognition of 
crossover skills and responsibilities, the participants in this study consisted entirely of 
NACE members that met specific criteria. 
The first iteration was a content analysis of the survey sent to 28 selected 
participants meeting specific criteria, namely positions on the NACE national board and 
committees.  These participants were current members of NACE in good standing, and 
held one or more of three certifications: the CMP: Certified Meeting Professional, the 
CPCE: Certified Professional in Catering and Events, or the CSEP: Certified Special 
Event Professional.  The participants in the second and third iterations were drawn 
specifically from the complete roster of 235 certification designees with the CPCE, the 
Certified Professional in Catering and Events.  Detailed participant demographics are 
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discussed in each iteration below.  
Phase I: Iteration One 
  In this first phase, initial competencies (core body of knowledge) were 
identified, with verification and validation that the current core competencies were still 
valid.  The iteration one survey, sent to 28 participants of whom 16 participants 
responded, yielded a fifty-seven percent response rate, was meant to not just complete the 
above, but query participants on competencies for inclusion. 
Table 2 
Iteration One Participant Demographic 
Characteristics N % 
Year of Experience 
• 6-10 years 
• 11-15 years 
• More than 15 years 
16 
• 15% 
• 15% 
• 69% 
Span of control within the organization 
• Executive 
• Director 
• Manager 
• Supervisor 
• Individual contributor 
• University professor 
16 
• 23% 
• 31% 
• 23% 
• 8% 
• 8% 
• 7% 
Type of organization 
• Hotel catering 
• Conference center catering 
• Stadium and area catering 
• Off-Premise catering 
• Event planner (venue) 
• Event planner (planning company) 
• Other 
16 
• 15% 
• 1% 
• 8% 
• 8% 
• 8% 
• 8% 
• 52% 
Industry Certification 
• CPCE 
• CMP 
• CSEP 
• Other 
16 
• 31% 
• 92% 
• 23% 
• 23% 
Educational background 
• Some university/college education 
• Trade/business school training (may include special degrees/certificates) 
• Associate degree 
• Bachelors degree 
• Some post-graduate education 
• Master's degree 
16 
• 15% 
• 8% 
• 15% 
• 46% 
• 8% 
• 8% 
Gender 
• Male 
• Female 
80 
• 31% 
• 69% 
 
The participants were sixty-nine percent female and thirty-one percent male.  
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Forty-six percent possessed a bachelor’s degree, with fifteen percent reporting they had 
associates degrees and another fifteen percent with some university/college education.  
The following categories with eight percent reported possessing a master’s degree, 
trade/business school training or some post-graduate education.   
All participants had at least 6 years of industry-relevant work experience (catering 
or events), with sixty-nine percent reporting they had over 15 years of experience, and 
fifteen percent each reporting that they had between 11-15 years and 6-10 years.  For 
span of control within respective organizations, participants reported that they served as 
executives, directors, managers, supervisors, in academia or as individual professionals 
working as an owner or on an independent contractor basis.  Of the participants, thirty-
one percent were in a director level position with oversight over an entire functional area.  
An additional twenty-three percent reported that they were an executive with oversight 
over multiple functional areas (including positions such as CEO, CFO, or Vice-President) 
or a manager with oversight over a department within a functional area.  The next 
category consisted of eight percent as supervisor with management of a group within a 
department, as an independent contributor serving as a member of a team or an 
independent contractor, or as a university professor or college instructor in academia.   
The participants reported that the organizations in which they were employed 
included hotel catering, conference center catering, stadium catering, off-premise 
catering, event planner, and other, according to the self-reporting.  They reported their 
primary areas of responsibility in the top two categories within catering operations being 
conference and meeting planning, and other.  This was followed by event management 
followed distantly by staffing/human resources and education/training & development.   
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Survey 
The questions in the first iteration survey were developed from a comprehensive 
literature review from three established resources in catering and events.  The first is the 
Professional Reference Guide for the Catering and Event Industry.  This is the official 
study companion presented by NACE for the CPCE certification.  The second text for the 
literature review was the Meeting & Business Event Competency Standard created by the 
MPI Foundation and the Canadian Tourism Human Resource Council.  The third resource 
used was the EMBOK model.  EMBOK stands for the Event Management Body of 
Knowledge.  It was created by event professionals and academics associated with ISES, 
the International Special Event Society.   
A competency domain analysis was completed for each of these three resources.  
Nine competencies were identified from the Professional Reference Guide for the 
Catering and Event Industry.  Eleven were identified from the Meeting & Business Event 
Competency Standard and five from the EMBOK model (see Appendix VII). 
Separately, the three resources were used to create a set of specific content areas 
distilled for the core body of knowledge/competencies presented within.  Separately, the 
three resources was also used to distill the data from the core body of 
knowledge/competencies into specific content areas of each.  These content areas were 
compiled to form a codebook for coding analysis.  The codebook served as the reference 
criteria for evaluating the sub-competencies identified via the open-ended questions 
(discussed below) for inclusion (see Appendix VIII). 
The iteration one survey consisted of a quantitative section that used a 5-point 
Likert-rating scale to determine the level of importance and frequency of the core body of 
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knowledge/competencies identified in the literature review.  The core body of 
knowledge/competencies identified in the literature review can be seen in Table 3, and 
consisted of the following in order of the level of importance: administration, sales & 
marketing, event management, accounting, catering services, risk management, human 
resources, beverage management, food production and operations. 
Table 3 
Iteration One Core Body of Knowledge/Competencies Level of Importance 
Iteration One Core Body of 
Knowledge/Competencies Level of 
Importance 
Min Value Max Value μ var(X) std(X) 
Administration 3 5 4.600 0.440 0.663 
Sales & Marketing 3 5 4.333 0.556 0.745 
Event Management 3 5 4.500 0.583 0.764 
Accounting 2 5 4.000 0.909 0.953 
Catering Services 2 5 4.375 1.234 1.111 
Risk Management 1 5 3.167 1.472 1.213 
Human Resources 1 5 3.167 2.472 1.572 
Beverage Management 1 5 3.889 2.543 1.595 
Food Production 1 5 2.500 2.583 1.607 
Operations 1 5 3.500 2.583 1.607 
 
This section also surveyed the frequency in which the core body of 
knowledge/competencies are utilized on a day-to-day basis by industry professionals.  
The results as seen in Table 4, were very similar to the level of importance noted above. 
Table 4 
Iteration One Core Body of Knowledge/Competencies Frequency 
Iteration One Core Body of 
Knowledge/Competencies Frequency 
Min Value Max Value μ var(X) std(X) 
Administration 3 5 4.600 0.440 0.663 
Sales & Marketing 3 5 4.333 0.556 0.745 
Event Management 3 5 4.500 0.583 0.764 
Accounting 2 5 3.727 1.107 1.052 
Catering Services 2 5 4.375 1.234 1.111 
Risk Management 1 5 3.167 1.472 1.213 
Beverage Management 1 5 3.556 2.247 1.499 
Human Resources 1 5 3.167 2.472 1.572 
Food Production 1 5 2.500 2.583 1.607 
Operations 1 5 3.500 2.583 1.607 
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Via the literature review and the survey, an initial core body of 
knowledge/competencies list was developed with ten competencies.  After data analysis, 
the list was refined and compiled into nine competencies as seen in Table 5. 
Table 5  
Core Body of Knowledge/Competencies 
Initial Core Body of Knowledge/ Competencies Data Analysis from Iteration One 
• Accounting 
• Administration 
• Beverage Management 
• Catering Services 
• Event Management & Design 
• Food Production 
• Human Resources 
• Operations 
• Risk Management & Contracts 
• Sales and Marketing 
• Accounting 
• Administration 
• Beverage Management 
• Catering Services & Food Production 
• Event Management & Design 
• Human Resources 
• Catering & Event Operations 
• Risk Management & Contracts 
• Sales and Marketing 
 
 
The iteration one survey also consisted of a qualitative section with an open-
ended questionnaire.  This section was designed to identify the knowledge, skills, 
abilities and other characteristics specific to each of the core body of 
knowledge/competencies identified in the literature review.  The results from this section 
provided detailed sub-competencies for each core competency.   
For the first core body of knowledge/competency, accounting, the codebook 
looked at financial statements, terminology, valuation methods, cost calculations and 
budgeting as the key content areas.  The sub-competencies identified by participants that 
merited inclusion based on the codebook included items such as costing, ratios, billing, 
and pricing under knowledge; role of planning, financial analysis, realistic budgeting as 
skills; basic mathematics, profit maximization and monitoring sales activities as abilities; 
calculating space, time management and trend analysis as other characteristics (see Table 
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6). 
For the administration core body of knowledge/competency, the codebook looked 
at cost calculations, management information systems, reporting, and policies & 
procedures maintenance, record-keeping and office administration as the key content 
areas.  The sub-competencies identified by participants that merited inclusion based on 
the codebook included items such as standard catering policies and procedures, employee 
relations, and process flow under knowledge; contracts generation, computer literacy and 
event order generation as skills; task delegation, seeing the “big picture,” and 
recordkeeping as abilities; networking skills, negotiation and multitasking as other 
characteristics (see Table 7). 
For the beverage management core body of knowledge/competency, the codebook 
looked at types of spirits and wines, legal considerations and cost and pricing as the key 
content areas.  The sub-competencies identified by participants that merited inclusion 
based on the codebook included items such as storage and serving temperatures, 
inventory control, and pricing norms under knowledge; pairing principles, sales technique 
and inventory control as skills; selling creativity, pairing palate, and trend identification 
as abilities; credentials to serve, menu planning creativity and consumer savvy nature as 
other characteristics (see Table 8). 
For the catering services and food production core body of 
knowledge/competency, the codebook looked at styles of food service, types of food 
service, staffing needs, quantity calculations, food preparation, nutrition, bar/workstation 
prep and production staffing as the key content areas.  The sub-competencies identified 
by participants that merited inclusion based on the codebook included items such as food 
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safety and sanitation, food production and transportation and allergens and dietary 
restrictions under knowledge; expediting, vendor selection and labor scheduling as skills; 
quality service delivery, reporting and leading a diverse team as abilities; proactive 
nature, long hours and interpersonal relations as other characteristics (see Table 9). 
For the event management & design core body of knowledge/competency, the 
codebook looked at event sequencing, event planning process steps, and ancillary 
services as the key content areas.  The sub-competencies identified by participants that 
merited inclusion based on the codebook included items such as creating themes, tends in 
décor, permits and licensing under knowledge; setup, crowd management, and adherence 
to budgets as skills; production schedules, communicating vision and accommodating 
changes as abilities; being flexible, solutions driven and ability to compromise as other 
characteristics (see Table 10). 
For the human resources core body of knowledge/competency, the codebook 
looked at steps in the hiring process, goals during onboarding, stages of the training 
cycle, legal considerations, and exit interviews as the key content areas.  The sub-
competencies identified by participants that merited inclusion based on the codebook 
included items such as employee relations, OSHA, and developing skill sets under 
knowledge; conflict mediation, recruiting and training program development as skills; 
coaching and mentoring, improving morale, and recognizing talent as abilities; staying 
neutral, staying calm and being proactive and alert as other characteristics (see Table 11). 
For the operations core body of knowledge/competency, the codebook looked at 
communications, vendor relations, logistics, venue infrastructure, technology and 
attendee management as the key content areas.  The sub-competencies identified by 
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participants that merited inclusion based on the codebook included items such as 
understanding the relevant laws and regulations, coordinating both catering and event 
operations, and flow and sequencing of an event under knowledge; developing site plans, 
recognizing operational constraints, and developing contingency plans as skills; 
determining appropriate service styles, quantity needs calculations, and sourcing 
suppliers as abilities; flexibility, delegation, and organization as other characteristics (see 
Table 12). 
For the risk management & contracts core body of knowledge/competency, the 
codebook looked at components of a contract, clauses for receiving products and 
services, the uniform commercial code and purchasing agreements, breach of contract 
prevention and “truth in menu” laws as the key content areas.  The sub-competencies 
identified by participants that merited inclusion based on the codebook included items 
such as safety procedures, identifying governmental jurisdictions, and insurance coverage 
under knowledge; performing a risk analysis, limiting liability, and developing a 
reporting mechanism as skills; prioritizing risks, critically deciding risk managing 
techniques, and collecting certificates of insurance from vendors as abilities; staying 
calm, developing relationships to facilitate responses, and being forward thinking as other 
characteristics (see Table 13). 
For the sales & marketing core body of knowledge/competency, the codebook 
looked at marketing strategies, sales forecasting elements, promotional mix and 
principles in menu planning as the key content areas.  The sub-competencies identified by 
participants that merited inclusion based on the codebook included items such as 
knowing one’s competitive advantage, examining the environment via a SWOT analysis, 
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and interpreting marketing plans under knowledge; exceeding client needs, recognizing 
the target market, and ethics as skills; helping clients overcoming objections, interpreting 
sales data, and developing rapport as abilities; being well-spoken, creative , and with 
integrity as other characteristics (see Table 14). 
Each of the core body of knowledge/competencies included sub-competencies 
divided into knowledge, skills, abilities and other characteristics that ranged from four to 
thirteen items.  These sub competencies formed the basis for the survey in phase II, 
iteration two. 
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Table 6 
 
Catering & Events Body of Knowledge: Accounting 
 
Knowledge 
• Budgeting 
• Generally accepted accounting principles 
• Understanding profit & loss statements 
• Labor cost calculations 
• Ratios for costing analysis 
• Basics of accounting  
• Inventory control 
• Profit calculations 
• Invoice creation 
• Attrition calculation 
• Billing procedures  
• Costing analysis (cost of goods sold) 
• Pricing determination 
Skills 
• Recognize the critical role of short term and long term planning 
• Understanding the rationale and flow of numbers, finances and budgets 
• Perform an evaluation of financial statements 
• Ability to perform basic mathematics without a calculator 
• Understanding accounts receivable 
• Assessing financial forecasting in a realistic manner 
• Understanding the meaning and ramification from financial analysis  
• Identification of trends through financial analysis 
• Ability to use and interpret data from financial systems 
• Understanding profit & loss management via the interplay between costings, 
projections, inventory, yield management, labor costing 
• Be able to develop a realistic budgeting process 
Abilities 
• Basic addition and subtractions 
• Recognizing weak spots based on financial analysis 
• Maximizing profit with data 
• Creating and maintaining spreadsheets such as Microsoft Excel 
• Understand systemic problems identified via financial analyses 
• Interpreting percentages  
• Able to monitor sales activities to ensure revenue goals are met 
• Timely and accurate reporting mechanisms to management 
• Staying within a budget 
• Maintaining customer satisfaction and financial performance 
α - Other 
Characteristics  
• Calculating space requirements 
• Identification and analysis of trends and patterns based on sales and pricing strategies 
• Knowing how to reallocate funds based on budgeting 
• Time management 
• Weigh the value of different business opportunities 
• Ability to conduct results-oriented catering sales meetings 
• Informed decisions based on solid financial data 
• Understanding the impact of costing and financial decisions 
• Active participation in the revenue maximization process 
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Table 7 
 
Catering & Events Body of Knowledge: Administration 
 
Knowledge 
• Standard catering policies and procedures 
• General management techniques 
• Understanding of organizational charts and office dynamics 
• Employee relations  
• Basic office administration 
• Understanding of process flow 
• Interpret legal jargon and contract language 
• Technical and professional language as appropriate 
• Marketing 
• People management skills (measuring success, performance management, discipline, 
HR requirements, leading by example) 
• Operations 
Skills 
• Generate contracts 
• Computer literate (web browser, Microsoft Office, Delphi etc.) 
• Able to maintain appropriate reporting 
• Generation of event orders 
Abilities 
• Ability to prioritize and delegate tasks 
• General correspondence internally and externally 
• Ability to see the “big picture” and interrelatedness of every department and 
operation 
• Ability to express complex ideas 
• Ability to prioritize and delegate tasks Ability to write standard operating procedures 
• Development of long term relationships with contacts 
• Strong recordkeeping 
α - Other 
Characteristics  
• Strong writing skills with persuasiveness 
• Problem solving ability  
• Strong networking skills 
• Strong interpersonal communication skills 
• Time management 
• Decision making skills with analysis of alternative options 
• Negotiation 
• Being organized 
• Staying calm under pressure 
• Multitasking 
• Forward and strategic thinking 
• Ability to work long hours 
• Ability to be assertive and persuasive without being overly aggressive 
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Table 8 
 
Catering & Events Body of Knowledge: Beverage Management 
 
Knowledge 
• Requirements of beverage service 
• Storage and serving temperatures 
• Understand beverage markup norms 
• Beverage knowledge, origins 
• Types of liquors, beers, wines and non-alcoholic options  
• Inventory control 
• Cost control 
• Group dynamics related to beverage service 
• Bar placement and flow 
• Local liquor laws (liability) 
• Trends 
• Pricing norms 
• Budgeting 
• Knowing the audience 
Skills 
• Beverage pairing principles 
• Bartending 
• Alcohol management techniques 
• Sales techniques 
• Management skills 
• Inventory control 
• Negotiation skills (with vendors) 
Abilities 
• Creativity in selling 
• Palate for beverage pairing 
• Ability to determine levels of intoxication 
• Ability to spot new trends and products 
• Creativity to create specialty options for events 
α - Other 
Characteristics  
• Savvy consumer 
• Have the required credentials to serve liquor 
• Creativity in planning menus  
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Table 9 
 
Catering & Events Body of Knowledge: Catering Services & Food Production. 
 
Knowledge 
• Event planning  
• Food & beverage basics 
• Menu planning 
• Food safety and sanitation 
• Understanding any union regulations and effect on labor cost 
• Room selection 
• Sales 
• Service styles 
• Event setup options  
• Event execution 
• Consumption patterns based on demographics 
• Food production and transportation 
• Ethnic and religious guidelines 
• Food presentation 
• Taste profiles 
• Allergens and dietary restrictions 
• Costing 
• Food production time  
• Budgets 
• Staffing levels 
• Service timing 
• On-site and off-site requirements 
Skills 
• General food preparation 
• Accurately estimations of food requirements 
• Recognizing operational constraints  
• Working with people 
• Expediting 
• Menu planning techniques 
• Adhering to required timing 
• Selecting vendors 
• Managing production labor 
• Setting up attractive service stations and buffets  
• Labor scheduling skills 
Abilities 
• Delivery of quality service 
• Develop guidelines for use across departments 
• Establish report and deliver recommendations 
• Provide reasonable suggestions with creativity to enhance event and upsell 
• Accommodating food production and service given the event environment 
• Ensure that food production, beverage management and service comes together 
seamlessly 
• Ability to lead a diverse team 
α - Other 
Characteristics  
• Planning and organization skills 
• Multitasking 
• Asking the right questions 
• Proactive 
• Thinking “on your feet” 
• Working long hours 
• Listening skills 
• Interpersonal relations 
• Think beyond personal preferences 
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Table 10 
 
Catering & Events Body of Knowledge: Event Management & Design 
 
Knowledge 
• Event design principles  
• Creating themes 
• Fabrics, wall treatment and linens 
• Lighting options and equipment 
• Trends in décor, floral and related 
• Combining event concept, design and logistics 
• Designing with backdrops and props 
• Décor, rigging requirements 
• Fire safety guidelines 
• Stage management and technicians 
• Understand maximum capacities 
• Knowing the client and audience 
• Permits and licensing 
• Understanding audio-visual needs and options 
• Music and entertainment options 
• Understand hanging points and rigging 
• Knowledge of green events 
Skills 
• Timely setup 
• Select and work with multiple vendors  
• Visualizing site selection criteria 
• Visualizing and physically setting up a room 
• Working with speakers and VIPs 
• Crowd management 
• Adhering to budgets 
• Adhering to event objectives 
Abilities 
• Follow event timing and production schedules 
• Ability to identify key decision makers  
• Ability to communicate vision and design 
• Ability to accommodate changes 
• Ability to identify conflicts that arise from operations 
α - Other 
Characteristics  
• Being flexible 
• Multitasking 
• Be solutions driven 
• Ability to compromise and negotiate 
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Table 11 
 
Catering & Events Body of Knowledge: Human Resources 
 
Knowledge 
• Employee relations 
• Employment laws and legislation 
• OSHA 
• Compensation laws and overtime 
• Skills sets required for positions 
• Restrictions on use of interns and volunteers 
• Developing job descriptions 
Skills 
• Mediator for conflict situations 
• Recruiting  
• Adhering to budgets 
• Organization-specific policies, protocols and structure 
• Training programs 
• Management of teams 
Abilities 
• Coaching and mentoring 
• Improve morale 
• Recognizing talent 
α - Other 
Characteristics  
• Staying neutral while confronting issues 
• Calm 
• Proactive and alert 
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Table 12 
 
Catering & Events Body of Knowledge: Catering & Event Operations 
 
Knowledge 
• Understanding relevant laws and regulations 
• Wide ranging relevant skills to step in for multiple roles  
• Coordinating catering and event operations 
• Accommodating special needs and accessibility, ADA compliance 
• Flow and sequencing of an event 
Skills 
• Manage and train staff 
• Design effective site plans 
• Site/event infrastructure considerations 
• Recognize operational constraints 
• Developing guidelines for an efficient operation 
• Calculation of needed labor 
• Recognizing the attendee profile 
• Calculate equipment required 
• Develop contingency plans 
• Establish on-site communications 
• Organizing the operations multiple departments 
• Developing and coordinating cohesive ancillary/companion programs 
Abilities 
• Determine service styles as appropriate 
• Assess client needs and prioritize 
• Maintain required contracts and paperwork 
• Document event and compile reporting 
• Perform quantity needs calculations 
• Working with the production schedule 
• Source and select suppliers 
• Ability to motivate staff and volunteers 
α - Other 
Characteristics  
• Flexibility 
• Open-mindedness 
• Delegation 
• Working within timelines 
• Organizational 
• Seeing the bigger picture 
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Table 13 
 
Catering & Events Body of Knowledge: Risk Management & Contracts 
 
Knowledge 
• Safety procedures 
• Identification of agencies and department with jurisdiction 
• Understanding laws and regulations in effect 
• Of a response plan 
• Knowledge of options 
• Insurance coverage 
Skills 
• Performing a risk analysis 
• Steps that can limit liability 
• Development of security procedures 
• Develop reporting mechanism 
Abilities 
• Identifying, assessing and prioritizing risks 
• Review past situations for knowledge 
• Critically decide on appropriate risk management techniques 
• Collection of certificates of insurance from vendors and other parties 
α - Other 
Characteristics  
• Calm 
• Develop relationships to facilitate response 
• Forward thinking of possible situations and impact 
 
 
Table 14 
 
Catering & Events Body of Knowledge: Sales & Marketing 
 
Knowledge 
• Knowing one’s product and competitive advantage 
• Developing pricing 
• SWOT analysis for the environment and situation 
• Knowledge of marketing and promotional opportunities  
• Developing and interpreting marketing plans 
• Understanding the sales process 
• Recognizing and understanding competition 
Skills 
• Meeting and exceeding client needs 
• Recognizing the target market 
• Ethics 
• Closing skills 
Abilities 
• Helping clients overcome objections 
• Identifying client needs 
• Abiding by sales and marketing targets and budgets 
• Working with people 
• Interpreting marketing and sales data 
• Ability to develop rapport and a relationship 
α - Other 
Characteristics  
• Well spoken 
• Creative 
• Listening 
• Integrity 
• Negotiation 
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Phase II: Iteration Two 
Phase II, consisted of data integration, coding and integration of the findings to 
develop a refined and current competency model.  In the iteration two survey, participants 
were asked to rate the sub-competencies in terms of importance.  A single survey was 
sent to each participant.  Participants used a 5-point Likert-rating scale to rate each item.  
Descriptive statistics including measures of central tendency and standard deviation were 
used to analyze the data. 
Table 15 
Iteration Two Participant Demographic     
Characteristics N % 
Year of Experience 
• 6-10 years 
• 11-15 years 
• More than 15 years 
80 
• 11% 
• 23% 
• 67% 
Span of control within the organization 
• Executive 
• Director 
• Manager 
• Supervisor 
• Individual contributor 
• University professor 
80 
• 18% 
• 46% 
• 23% 
• 1% 
• 9% 
• 2% 
Type of organization 
• Hotel catering 
• Conference center catering 
• Restaurant catering 
• Private club catering 
• Stadium and area catering 
• Casino catering 
• Off-Premise catering 
• Event planner (venue) 
• Event planner (planning company) 
• Other 
80 
• 40% 
• 4% 
• 9% 
• 4% 
• 2% 
• 7% 
• 14% 
• 2% 
• 2% 
• 21% 
Industry Certification 
• CFBE 
• CPCE 
• CMP 
• CSEP 
• Other 
80 
• 2% 
• 100% 
• 16% 
• 5% 
• 21% 
Educational background 
• High school diploma/GED 
• Some university/college education 
• Associate degree 
• Bachelors degree 
• Some post-graduate education 
• Master's degree 
• Advanced graduate or professional degree 
80 
• 4% 
• 16% 
• 5% 
• 61% 
• 4% 
• 9% 
• 2% 
Gender 
• Male 
• Female 
80 
• 23% 
• 77% 
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The survey was sent to 236 participants of whom 80 participant responded, 
yielded a thirty-five percent response rate.  Of the respondents, all were CPCE: Certified 
Professional in Catering and Events designees.  Just over three quarters were female.  
Sixty-seven percent reported more than 15 years of experience, twenty-three percent with 
11-15 years and eleven percent with between 6-10 years of experience.  Over sixty 
percent possessed a bachelor’s degree, sixteen percent with some university/college 
education, and the reminder with a master’s degree, an associate’s degree and ten percent 
without any degrees.  Nearly half of the participants reported being at a director level, 
followed by twenty-three percent as managers, eighteen percent as an executive, with the 
remaining percentage self-identified as individual contributors and supervisors. 
Regarding the primary area of responsibility, twenty-eight percent reported being 
in catering operations, twenty-one percent in event management, nineteen percent in 
conference and meeting planning, sixteen percent as unspecified and the remainder in 
food & beverage operations.  With one-hundred percent of the participants with a CPCE 
certification, sixteen percent also possessed the CMP and five percent with the CSEP.  
The respondents indicated that forty percent were in hotel catering, twenty-one percent as 
other, fourteen percent in off-premise catering, the remainder between restaurant catering, 
casino catering, convention center catering, private club catering, stadium and arena 
catering, or in event planning (both venue and event planning company).   
The first question in the survey was to rank the core body of 
knowledge/competencies.  This group of participants ranked catering and event 
operations as the most important followed by event management and design in Table 16.  
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For each of the competencies, the sub-competencies identified in iteration one were 
delineated into knowledge, skills, abilities and other characteristics and ranked in order of 
importance (see Tables 17-25). 
Table 16 
Iteration Two Core Body of Knowledge/Competencies Level of Importance 
Iteration Two Core Body of 
Knowledge/Competencies Level of Importance 
N Min Value Max Value μ var(X) std(X) 
Catering and Event Operations 80 1 5 4.913 0.080 0.283 
Event Management and Design 80 2 5 4.513 0.575 0.758 
Sales and Marketing 80 1 5 4.450 0.592 0.770 
Risk Management and Contracts 80 1 5 3.800 0.810 0.900 
Administration 80 3 5 3.850 0.853 0.923 
Accounting 80 3 5 3.838 0.861 0.928 
Human Resources 80 1 5 3.100 0.990 0.995 
Catering Services and Food Production 80 2 5 4.288 1.130 1.063 
Beverage Management 80 1 5 3.613 1.212 1.101 
 
  
  71 
 
Table 17 
 
Iteration Two: Accounting 
 
Accounting - Knowledge N Min Value Max Value μ var(X) std(X) 
Budgeting 80 3 5 4.650 0.328 0.572 
Billing procedures 80 3 5 4.363 0.506 0.711 
Basics of accounting 80 2 5 4.138 0.644 0.802 
Pricing determination 80 1 5 4.363 0.781 0.884 
Labor cost calculations 80 1 5 4.088 0.855 0.925 
Understanding profit & loss statements 80 2 5 4.213 0.867 0.931 
Generally accepted accounting principles 80 1 5 3.938 0.934 0.966 
Profit calculations 80 1 5 4.075 0.994 0.997 
Costing analysis (cost of goods sold) 80 1 5 3.975 1.024 1.012 
Ratios for costing analysis 80 1 5 3.725 1.074 1.037 
Attrition calculation 80 2 5 3.875 1.109 1.053 
Invoice creation 80 1 5 3.600 1.265 1.125 
Inventory control 80 1 5 3.538 1.599 1.264 
Accounting - Skills N Min Value Max Value μ var(X) std(X) 
Be able to develop a realistic budgeting process 78 3 5 4.462 0.479 0.692 
Understanding profit & loss management via the 
interplay between costings, projections, inventory, yield 
management, labor costing 
78 2 5 4.013 0.731 0.855 
Ability to use and interpret data from financial systems 78 2 5 3.795 0.753 0.868 
Assessing financial forecasting in a realistic manner 78 2 5 4.090 0.800 0.894 
Recognize the critical role of short term and long term 
planning 
78 2 5 4.167 0.806 0.898 
Identification of trends through financial analysis 78 2 5 3.974 0.820 0.905 
Ability to perform basic mathematics without a 
calculator 
78 2 5 3.821 0.993 0.997 
Understanding the rationale and flow of numbers, 
finances and budgets 
76 1 5 4.237 1.023 1.011 
Understanding accounts receivable 78 1 5 3.769 1.024 1.012 
Understanding the meaning and ramification from 
financial analysis 
76 2 5 3.789 1.114 1.055 
Perform an evaluation of financial statements 78 1 5 3.487 1.147 1.071 
Accounting - Abilities N Min Value Max Value μ var(X) std(X) 
Staying within a budget 80 4 5 4.888 0.100 0.316 
Basic addition and subtractions 80 3 5 4.563 0.371 0.609 
Maintaining customer satisfaction and financial 
performance 
80 2 5 4.675 0.419 0.648 
Able to monitor sales activities to ensure revenue goals 
are met 
80 1 5 4.550 0.598 0.773 
Interpreting percentages 80 2 5 3.975 0.599 0.774 
Recognizing weak spots based on financial analysis 80 2 5 4.075 0.619 0.787 
Creating and maintaining spreadsheets such as 
Microsoft Excel 
80 2 5 4.100 0.665 0.815 
Maximizing profit with data 80 1 5 4.150 0.753 0.867 
Timely and accurate reporting mechanisms to 
management 
80 1 5 4.188 0.827 0.910 
Understand systemic problems identified via financial 
analyses 
80 1 5 3.625 0.834 0.913 
Accounting - α Other Characteristics N Min Value Max Value μ var(X) std(X) 
Understanding the impact of costing and financial 
decisions 
78 
3 5 4.590 0.345 0.587 
Calculating space requirements 78 3 5 4.538 0.479 0.692 
Active participation in the revenue maximization 
process 
80 
2 5 4.263 0.619 0.787 
Time management 80 1 5 4.525 0.649 0.806 
Knowing how to reallocate funds based on budgeting 80 2 5 4.125 0.684 0.827 
Identification and analysis of trends and patterns based 
on sales and pricing strategies 
80 
1 5 4.000 0.825 0.908 
Ability to conduct results-oriented catering sales 
meetings 
80 
1 5 4.238 0.856 0.925 
Weigh the value of different business opportunities 78 1 5 4.218 0.965 0.983 
Informed decisions based on solid financial data 80 1 5 4.300 0.985 0.992 
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Table 18 
 
Iteration Two: Administration 
 
Administration - Knowledge N Min Value Max Value μ var(X) std(X) 
Standard catering policies and procedures 69 4 5 4.710 0.206 0.454 
Operations 69 3 5 4.522 0.365 0.605 
People management skills (measuring success, 
performance management, discipline, HR requirements, 
leading by example) 69 
3 5 4.594 0.386 0.621 
Understanding of process flow 69 2 5 4.159 0.453 0.673 
General management techniques 69 3 5 4.319 0.478 0.691 
Interpret legal jargon and contract language 69 3 5 4.319 0.536 0.732 
Employee relations 69 2 5 4.377 0.554 0.744 
Technical and professional language as appropriate 69 2 5 4.145 0.733 0.856 
Basic office administration 69 2 5 3.841 0.830 0.911 
Marketing 69 1 5 4.290 0.873 0.934 
Understanding of organizational charts and office 
dynamics 69 
2 5 3.754 0.881 0.939 
Administration - Skills N Min Value Max Value μ var(X) std(X) 
Generation of event orders 67 3 5 4.716 0.263 0.513 
Computer literate (web browser, Microsoft Office, 
Delphi etc.) 67 
3 5 4.552 0.367 0.606 
Able to maintain appropriate reporting 67 3 5 4.478 0.399 0.631 
Generate contracts 67 1 5 4.284 0.830 0.911 
Administration - Abilities N Min Value Max Value μ var(X) std(X) 
Ability to prioritize and delegate tasks 69 3 5 4.754 0.244 0.494 
Ability to see the big picture  and interrelatedness of 
every department and operation 69 
3 5 4.652 0.343 0.585 
Development of long term relationships with contacts 69 2 5 4.783 0.344 0.587 
Strong recordkeeping 69 3 5 4.406 0.386 0.621 
Ability to express complex ideas 69 3 5 4.565 0.391 0.625 
General correspondence internally and externally 69 3 5 4.493 0.395 0.628 
Ability to write standard operating procedures 69 2 5 3.971 0.695 0.834 
Administration - α Other Characteristics N Min Value Max Value μ var(X) std(X) 
Problem solving ability 69 4 5 4.841 0.134 0.366 
Strong interpersonal communication skills 69 4 5 4.812 0.153 0.391 
Being organized 69 4 5 4.739 0.193 0.439 
Ability to be assertive and persuasive without being 
overly aggressive 69 
4 5 4.739 0.193 0.439 
Time management 69 4 5 4.710 0.206 0.454 
Decision making skills with analysis of alternative 
options 69 
3 5 4.710 0.264 0.514 
Staying calm under pressure 69 3 5 4.667 0.338 0.582 
Negotiation 69 3 5 4.623 0.351 0.592 
Ability to work long hours 69 3 5 4.609 0.441 0.664 
Strong networking skills 69 3 5 4.565 0.449 0.670 
Multitasking 69 2 5 4.696 0.502 0.708 
Strong writing skills with persuasiveness 69 3 5 4.319 0.536 0.732 
Forward and strategic thinking 69 2 5 4.473 0.554 0.744 
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Table 19 
 
Iteration Two: Beverage Management 
 
Beverage Management - Knowledge N Min Value Max Value μ var(X) std(X) 
Knowing the audience 64 3 5 4.453 0.404 0.636 
Types of liquors, beers, wines and non-alcoholic options 64 3 5 4.391 0.457 0.676 
Bar placement and flow 64 3 5 4.406 0.522 0.723 
Local liquor laws (liability) 64 2 5 4.609 0.551 0.742 
Understand beverage markup norms 64 2 5 3.859 0.621 0.788 
Requirements of beverage service 64 2 5 4.188 0.809 0.899 
Pricing norms 64 1 5 4.031 0.874 0.935 
Budgeting 64 1 5 3.938 0.965 0.982 
Group dynamics related to beverage service 64 1 5 4.063 0.996 0.998 
Cost control 64 1 5 3.922 1.010 1.005 
Trends 62 1 5 3.935 1.060 1.030 
Storage and serving temperatures 62 1 5 3.839 1.071 1.035 
Beverage knowledge, origins 64 1 5 3.484 1.125 1.061 
Inventory control 62 1 5 3.871 1.532 1.238 
Beverage Management - Skills N Min Value Max Value μ var(X) std(X) 
Beverage pairing principles 62 1 5 4.145 0.931 0.965 
Sales techniques 62 1 5 4.226 0.981 0.991 
Management skills 62 1 5 4.081 1.010 1.005 
Alcohol management techniques 62 1 5 3.935 1.093 1.045 
Bartending 62 1 5 3.177 1.178 1.085 
Inventory control 62 1 5 3.726 1.328 1.152 
Negotiation skills (with vendors) 62 1 5 3.500 1.508 1.228 
Beverage Management - Abilities N Min Value Max Value μ var(X) std(X) 
Ability to spot new trends and products 64 1 5 4.047 0.763 0.874 
Creativity to create specialty options for events 62 1 5 4.290 0.883 0.940 
Creativity in selling 64 1 5 4.250 0.906 0.952 
Ability to determine levels of intoxication 64 1 5 4.422 0.931 0.965 
Palate for beverage pairing 64 1 5 3.438 1.215 1.102 
Beverage Management - α Other Characteristics N Min Value Max Value μ var(X) std(X) 
Creativity in planning menus 62 1 5 4.323 0.767 0.876 
Have the required credentials to serve liquor 64 1 5 4.391 0.957 0.978 
Savvy consumer 62 1 5 3.774 1.110 1.054 
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Table 20 
 
Iteration Two: Catering Services and Event Production 
 
Catering Services & Food Production - Knowledge N Min Value Max Value μ var(X) std(X) 
Food & beverage basics 60 4 5 4.750 0.188 0.433 
Menu planning 60 4 5 4.700 0.210 0.458 
Event planning 60 3 5 4.783 0.236 0.486 
Event setup options 60 3 5 4.750 0.254 0.504 
Allergens and dietary restrictions 60 3 5 4.683 0.350 0.591 
Food presentation 60 3 5 4.533 0.382 0.618 
Event execution 60 2 5 4.717 0.403 0.635 
Room selection 60 3 5 4.517 0.550 0.741 
Service timing 60 3 5 4.367 0.599 0.774 
Food safety and sanitation 60 2 5 4.583 0.610 0.781 
Sales 60 1 5 4.533 0.716 0.846 
Service styles 60 1 5 4.283 0.770 0.877 
Staffing levels 60 2 5 4.200 0.793 0.891 
Consumption patterns based on demographics 58 1 5 4.138 0.843 0.918 
Budgets 60 1 5 4.233 0.879 0.937 
Costing 58 1 5 4.172 0.936 0.967 
Taste profiles 60 1 5 4.067 0.962 0.981 
Food production time 60 2 5 4.100 1.023 1.012 
Ethnic and religious guidelines 60 1 5 4.167 1.072 1.035 
Food production and transportation 60 2 5 3.983 1.183 1.088 
On-site and off-site requirements 60 1 5 4.200 1.227 1.108 
Understanding any union regulations and effect on labor 
cost 60 
1 5 3.950 1.648 1.284 
Catering Services & Food Production - Skills N Min Value Max Value μ var(X) std(X) 
Adhering to required timing 60 3 5 4.417 0.376 0.614 
Menu planning techniques 60 3 5 4.533 0.382 0.618 
Recognizing operational constraints 58 3 5 4.397 0.412 0.642 
Setting up attractive service stations and buffets 60 3 5 4.433 0.479 0.692 
Working with people 60 1 5 4.800 0.560 0.748 
Selecting vendors 60 2 5 4.183 0.716 0.846 
General food preparation 60 2 5 4.200 0.793 0.891 
Accurately estimations of food requirements 60 2 5 4.267 0.929 0.964 
Expediting 60 1 5 3.717 1.070 1.034 
Labor scheduling skills 60 1 5 3.917 1.176 1.085 
Managing production labor 60 1 5 3.833 1.506 1.227 
Catering Services & Food Production - Abilities N Min Value Max Value μ var(X) std(X) 
Delivery of quality service 58 4 5 4.810 0.154 0.392 
Provide reasonable suggestions with creativity to 
enhance event and upsell 58 
4 5 4.621 0.235 0.485 
Ensure that food production, beverage management and 
service comes together seamlessly 58 
2 5 4.707 0.414 0.643 
Ability to lead a diverse team 58 2 5 4.672 0.427 0.654 
Establish report and deliver recommendations 58 2 5 4.293 0.587 0.766 
Accommodating food production and service given the 
event environment 58 
1 5 4.328 1.013 1.007 
Develop guidelines for use across departments 58 1 5 4.138 1.119 1.058 
Catering Services & Food Production - α Other 
Characteristics 
N Min Value Max Value μ var(X) std(X) 
Thinking on your feet  58 5 5 5.000 0.000 0.000 
Planning and organization skills 60 5 5 5.000 0.000 0.000 
Listening skills 60 4 5 4.917 0.076 0.276 
Communications 60 4 5 4.883 0.103 0.321 
Proactive 60 4 5 4.817 0.150 0.387 
Think beyond personal preferences 60 4 5 4.817 0.150 0.387 
Asking the right questions 60 3 5 4.817 0.216 0.465 
Interpersonal relations 60 3 5 4.750 0.254 0.504 
Multitasking 60 3 5 4.750 0.321 0.566 
Working long hours 60 2 5 4.550 0.614 0.784 
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Table 21 
 
Iteration Two: Event Management & Design 
 
Event Management & Design - Knowledge N Min Value Max Value μ var(X) std(X) 
Knowing the client and audience 60 3 5 4.717 0.336 0.580 
Knowledge of green events 60 3 5 3.817 0.383 0.619 
Creating themes 60 3 5 4.417 0.410 0.640 
Combining event concept, design and logistics 60 3 5 4.533 0.416 0.645 
Trends in decor, floral and related 60 3 5 4.250 0.488 0.698 
Understanding audio-visual needs and options 60 2 5 4.283 0.536 0.732 
Music and entertainment options 60 2 5 4.033 0.599 0.774 
Fabrics, wall treatment and linens 60 1 5 3.900 0.657 0.810 
Lighting options and equipment 60 1 5 4.050 0.681 0.825 
Event design principles 60 1 5 4.317 0.750 0.866 
Understand maximum capacities 60 1 5 4.483 0.883 0.940 
Designing with backdrops and props 60 1 5 3.650 0.928 0.963 
Stage management and technicians 60 1 5 3.467 1.116 1.056 
Fire safety guidelines 60 1 5 4.317 1.116 1.057 
Understand hanging points and rigging 60 1 5 3.883 1.170 1.082 
Decor, rigging requirements 60 1 5 3.683 1.216 1.103 
Permits and licensing 60 1 5 4.250 1.221 1.105 
Event Management & Design - Skills N Min Value Max Value μ var(X) std(X) 
Timely setup 60 3 5 4.783 0.303 0.551 
Visualizing and physically setting up a room 60 3 5 4.483 0.316 0.562 
Adhering to event objectives 60 3 5 4.617 0.370 0.608 
Adhering to budgets 60 3 5 4.600 0.373 0.611 
Visualizing site selection criteria 60 3 5 4.367 0.466 0.682 
Select and work with multiple vendors 60 3 5 4.367 0.532 0.730 
Working with speakers and VIPs 60 2 5 4.317 0.550 0.741 
Crowd management 60 1 5 4.300 1.077 1.038 
Event Management & Design - Skills N Min Value Max Value μ var(X) std(X) 
Ability to accommodate changes 60 4 5 4.850 0.128 0.357 
Ability to identify conflicts that arise from operations 60 4 5 4.817 0.150 0.387 
Follow event timing and production schedules 60 3 5 4.850 0.194 0.441 
Ability to communicate vision and design 60 3 5 4.750 0.254 0.504 
Ability to identify key decision makers 60 3 5 4.800 0.293 0.542 
Event Management & Design - α Other 
Characteristics 
N Min Value Max Value μ var(X) std(X) 
Being flexible 60 4 5 4.967 0.032 0.180 
Be solutions driven 60 4 5 4.883 0.103 0.321 
Ability to compromise and negotiate 60 4 5 4.883 0.103 0.321 
Multitasking 60 3 5 4.767 0.346 0.588 
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Table 22 
 
Iteration Two: Human Resources 
 
Human Resources - Knowledge N Min Value Max Value μ var(X) std(X) 
Employee relations 60 3 5 4.150 0.561 0.749 
Employment laws and legislation 60 1 5 4.050 1.148 1.071 
Developing job descriptions 60 1 5 3.883 1.170 1.082 
Skills sets required for positions 60 1 5 3.950 1.314 1.146 
Restrictions on use of interns and volunteers 60 1 5 3.633 1.666 1.291 
OSHA 60 1 5 3.833 1.672 1.293 
Compensation laws and overtime 60 1 5 3.817 1.750 1.323 
Human Resources - Skills N Min Value Max Value μ var(X) std(X) 
Management of teams 60 3 5 4.467 0.382 0.618 
Training programs 60 1 5 4.083 0.776 0.881 
Adhering to budgets 60 1 5 4.217 0.803 0.896 
Organization-specific policies, protocols and structure 60 1 5 4.183 0.916 0.957 
Recruiting 60 1 5 3.767 0.979 0.989 
Mediator for conflict situations 60 1 5 4.100 0.990 0.995 
Human Resources - Abilities N Min Value Max Value μ var(X) std(X) 
Coaching and mentoring 60 3 5 4.567 0.312 0.559 
Recognizing talent 58 3 5 4.586 0.380 0.617 
Improve morale 60 3 5 4.450 0.381 0.617 
Human Resources - α Other Characteristics N Min Value Max Value μ var(X) std(X) 
Proactive and alert 60 4 5 4.817 0.150 0.387 
Staying neutral while confronting issues 60 3 5 4.817 0.216 0.465 
Calm 60 3 5 4.750 0.254 0.504 
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Table 23 
 
 Iteration Two: Catering & Event Operations 
 
Catering & Event Operations - Knowledge N Min Value Max Value μ var(X) std(X) 
Flow and sequencing of an event 60 4 5 4.700 0.210 0.458 
Coordinating catering and event operations 60 3 5 4.783 0.236 0.486 
Wide ranging relevant skills to step in for multiple roles 58 2 5 4.448 0.627 0.792 
Accommodating special needs and accessibility, ADA 
compliance 
60 2 5 4.450 0.681 0.825 
Understanding relevant laws and regulations 60 2 5 4.283 0.770 0.877 
Catering & Event Operations - Skills N Min Value Max Value μ var(X) std(X) 
Developing guidelines for an efficient operation 60 3 5 4.317 0.383 0.619 
Recognize operational constraints 60 3 5 4.567 0.412 0.642 
Establish on-site communications 60 3 5 4.567 0.412 0.642 
Recognizing the attendee profile 60 3 5 4.517 0.483 0.695 
Manage and train staff 60 2 5 4.233 0.679 0.824 
Develop contingency plans 58 2 5 4.466 0.697 0.835 
Organizing the operations multiple departments 60 2 5 4.383 0.736 0.858 
Site/event infrastructure considerations 60 2 5 4.250 0.821 0.906 
Design effective site plans 60 1 5 4.333 0.856 0.925 
Calculate equipment required 60 2 5 4.033 0.866 0.930 
Calculation of needed labor 60 1 5 4.050 1.248 1.117 
Developing and coordinating cohesive 
ancillary/companion programs 
60 1 5 4.100 1.323 1.150 
Catering & Event Operations - Abilities N Min Value Max Value μ var(X) std(X) 
Assess client needs and prioritize 60 4 5 4.817 0.150 0.387 
Ability to motivate staff and volunteers 60 3 5 4.483 0.550 0.741 
Maintain required contracts and paperwork 60 2 5 4.650 0.561 0.749 
Document event and compile reporting 60 2 5 4.433 0.612 0.782 
Working with the production schedule 60 1 5 4.333 0.756 0.869 
Determine service styles as appropriate 60 1 5 4.233 1.012 1.006 
Perform quantity needs calculations 60 1 5 4.100 1.190 1.091 
Source and select suppliers  1 5 4.000 1.267 1.125 
Catering & Event Operations α Other 
Characteristics 
N Min Value Max Value μ var(X) std(X) 
Flexibility 60 4 5 4.933 0.062 0.249 
Organizational 60 4 5 4.917 0.076 0.276 
Working within timelines 60 4 5 4.917 0.076 0.276 
Seeing the bigger picture 60 3 5 4.850 0.194 0.441 
Open-mindedness 60 3 5 4.850 0.194 0.441 
Delegation 60 4 5 4.700 0.210 0.458 
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Table 24 
 
Iteration Two: Risk Management & Contracts 
 
Iteration Two: Risk Management& Contracts 
Risk Management& Contracts - Knowledge N Min Value Max Value μ var(X) std(X) 
Safety procedures 60 1 5 4.233 1.246 1.116 
Identification of agencies and department with 
jurisdiction 
60 1 5 3.717 1.303 1.142 
Of a response plan 60 1 5 3.750 1.354 1.164 
Knowledge of options 60 1 5 4.000 1.433 1.197 
Understanding laws and regulations in effect 60 1 5 4.017 1.483 1.218 
Insurance coverage 60 1 5 4.100 1.557 1.248 
Risk Management & Contacts - Skills N Min Value Max Value μ var(X) std(X) 
Steps that can limit liability 60 1 5 3.900 1.523 1.234 
Develop reporting mechanism 60 1 5 3.733 1.562 1.250 
Performing a risk analysis 60 1 5 3.733 1.629 1.276 
Development of security procedures 60 1 5 3.800 1.927 1.388 
Risk Management & Contacts- Abilities N Min Value Max Value μ var(X) std(X) 
Collection of certificates of insurance from vendors and 
other parties 
58 1 5 4.121 1.382 1.176 
Critically decide on appropriate risk management 
techniques 
58 1 5 3.810 1.499 1.224 
Review past situations for knowledge 58 1 5 3.793 1.509 1.228 
Identifying, assessing and prioritizing risks 58 1 5 3.966 1.688 1.299 
Risk Management & Contracts - α Other 
Characteristics 
N Min Value Max Value μ var(X) std(X) 
Forward thinking of possible situations and impact 58 1 5 4.759 0.528 0.727 
Calm 60 1 5 4.650 0.761 0.872 
Develop relationships to facilitate response 60 1 5 4.667 0.889 0.943 
 
Table 25 
Iteration Two: Sales & Marketing 
Sales & Marketing - Knowledge N Min Value Max Value μ var(X) std(X) 
Knowing one's product and competitive advantage 60 1 5 4.717 0.603 0.777 
Recognizing and understanding competition 60 1 5 4.650 0.694 0.833 
Developing pricing 60 1 5 4.467 0.782 0.884 
Understanding the sales process 58 1 5 4.500 0.802 0.895 
Knowledge of marketing and promotional opportunities 60 1 5 4.383 0.870 0.933 
Developing and interpreting marketing plans 60 1 5 4.233 1.046 1.023 
SWOT analysis for the environment and situation 60 1 5 4.250 1.154 1.074 
Sales & Marketing - Skills N Min Value Max Value μ var(X) std(X) 
Meeting and exceeding client needs 60 4 5 4.933 0.062 0.249 
Ethics 60 4 5 4.850 0.128 0.357 
Recognizing the target market 60 1 5 4.567 0.646 0.803 
Closing skills 60 1 5 4.500 0.850 0.922 
Sales & Marketing - Abilities N Min Value Max Value μ var(X) std(X) 
Working with people 60 4 5 4.933 0.062 0.249 
Ability to develop rapport and a relationship 60 4 5 4.933 0.062 0.249 
Identifying client needs 60 4 5 4.883 0.103 0.321 
Helping clients overcome objections 60 3 5 4.683 0.383 0.619 
Abiding by sales and marketing targets and budgets 60 1 5 4.267 0.896 0.946 
Interpreting marketing and sales data 60 1 5 4.167 0.906 0.952 
Sales & Marketing - α Other Characteristics N Min Value Max Value μ var(X) std(X) 
Integrity 60 5 5 5.000 0.000 0.000 
Listening 60 4 5 4.933 0.062 0.249 
Well spoken 60 4 5 4.817 0.150 0.387 
Creative 60 4 5 4.783 0.170 0.412 
Negotiation 60 3 5 4.717 0.270 0.519 
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Phase III: Iteration Three 
The third iteration was a validation survey sent out to the same participants as in 
iteration two, to ensure an adequate analysis of the competency model.  A single survey 
was sent to each participant.  This survey looked similar to iteration two, as it is a survey 
with a 5-point Likert-rating scale.  However, this iteration ranked each core body of 
knowledge/competency and each sub competency in order of importance according to the 
results of the survey in iteration II.  Descriptive statistics including measures of central 
tendency and standard deviation were used to analyze the data.     
The first question in the survey was to rank the core body of 
knowledge/competencies.  This same group of participants re-ranked the core body of 
knowledge/competencies and the standard deviation showed the same results in the top 
two competencies with catering and event operations as the most important followed by 
event management and design in Table 26.  For each of the competencies, the sub-
competencies identified in iteration one were delineated into knowledge, skills, abilities 
and other characteristics and ranked in order of importance (see Tables 27-35). 
Table 26 
Iteration Three Core Body of Knowledge/Competencies Level of Importance 
Iteration Three Core Body of Knowledge/Competencies 
Level of Importance 
N Min Value Max Value μ var(X) std(X) 
Catering and Event Operations 36 4 5 4.944 0.052 0.229 
Event Management and Design 36 4 5 4.944 0.052 0.229 
Sales and Marketing 36 4 5 4.778 0.173 0.416 
Risk Management and Contracts 36 3 5 4.556 0.358 0.598 
Accounting 36 3 5 4.250 0.410 0.640 
Administration 36 3 5 4.306 0.434 0.659 
Human Resources 36 2 5 3.778 0.951 0.975 
Catering Services and Food Production 36 1 5 3.806 1.323 1.150 
Beverage Management 36 1 5 3.417 2.299 1.516 
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Table 27 
 
Iteration Three: Accounting 
 
Accounting – Knowledge N Min Value Max Value μ var(X) std(X) 
Budgeting 36 4 5 4.833 0.139 0.373 
Basics of accounting 36 4 5 4.778 0.173 0.416 
Pricing determination 36 4 5 4.750 0.188 0.433 
Understanding profit & loss statements 36 4 5 4.361 0.231 0.480 
Labor cost calculations 36 4 5 4.583 0.243 0.493 
Profit calculations 36 3 5 4.361 0.252 0.502 
Generally accepted accounting principles 36 3 5 4.222 0.284 0.533 
Billing procedures 36 3 5 4.639 0.286 0.535 
Costing analysis (cost of goods sold) 36 3 5 4.000 0.457 0.676 
Ratios for costing analysis 36 2 5 3.917 0.576 0.759 
Attrition calculation 36 2 5 3.694 0.823 0.907 
Invoice creation 36 2 5 3.222 1.117 1.057 
Inventory control 36 1 5 3.028 1.916 1.384 
Accounting - Skills N Min Value Max Value μ var(X) std(X) 
Be able to develop a realistic budgeting process 36 4 5 4.972 0.027 0.164 
Understanding profit & loss management via the interplay 
between costings, projections, inventory, yield 
management, labor costing 
36 4 5 4.972 0.027 0.164 
Ability to use and interpret data from financial systems 36 4 5 4.833 0.139 0.373 
Assessing financial forecasting in a realistic manner 36 4 5 4.806 0.157 0.396 
Identification of trends through financial analysis 36 3 5 4.361 0.286 0.535 
Recognize the critical role of short term and long term 
planning 
36 3 5 4.556 0.302 0.550 
Understanding the rationale and flow of numbers, finances 
and budgets 
36 3 5 4.111 0.432 0.657 
Ability to perform basic mathematics without a calculator 36 2 5 4.222 0.506 0.711 
Understanding accounts receivable 36 2 5 3.861 0.731 0.855 
Understanding the meaning and ramification from 
financial analysis 
36 2 5 3.583 1.132 1.064 
Perform an evaluation of financial statements 36 1 5 3.250 1.854 1.362 
Accounting - Abilities N Min Value Max Value μ var(X) std(X) 
Staying within a budget 36 4 5 4.917 0.076 0.276 
Basic addition and subtractions 36 4 5 4.861 0.120 0.346 
Maintaining customer satisfaction and financial 
performance 
36 4 5 4.694 0.160 0.400 
Able to monitor sales activities to ensure revenue goals are 
met 
36 4 5 4.722 0.201 0.448 
Recognizing weak spots based on financial analysis 36 3 5 4.389 0.293 0.541 
Interpreting percentages 36 3 5 4.583 0.299 0.546 
Creating and maintaining spreadsheets such as Microsoft 
Excel 
36 2 5 4.083 0.521 0.722 
Maximizing profit with data 36 2 5 3.972 0.638 0.799 
Timely and accurate reporting mechanisms to management 36 1 5 3.556 1.136 1.066 
Understand systemic problems identified via financial 
analyses 
36 1 5 3.028 1.766 1.329 
Accounting - α Other Characteristics N Min Value Max Value μ var(X) std(X) 
Understanding the impact of costing and financial 
decisions 
36 4 5 4.889 0.099 0.314 
Calculating space requirements 36 4 5 4.861 0.120 0.346 
Active participation in the revenue maximization process 36 4 5 4.861 0.120 0.346 
Knowing how to reallocate funds based on budgeting 36 4 5 4.389 0.238 0.487 
Time management 36 3 5 4.528 0.305 0.552 
Identification and analysis of trends and patterns based on 
sales and pricing strategies 
36 3 5 4.194 0.379 0.616 
Ability to conduct results-oriented catering sales meetings 36 2 5 3.917 0.465 0.682 
Weigh the value of different business opportunities 36 1 5 3.556 0.914 0.956 
Informed decisions based on solid financial data 36 1 5 3.111 1.765 1.329 
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Table 28 
 
Iteration Three: Administration 
 
Administration - Knowledge N Min Value Max Value μ var(X) std(X) 
Operations 36 4 5 4.889 0.099 0.314 
Standard catering policies and procedures 36 4 5 4.833 0.139 0.373 
People management skills (measuring success, 
performance management, discipline, HR requirements, 
leading by example) 
36 4 5 4.750 0.188 0.433 
Understanding of process flow 36 4 5 4.694 0.212 0.461 
Interpret legal jargon and contract language 36 3 5 4.333 0.278 0.527 
Employee relations 36 3 5 4.250 0.299 0.546 
General management techniques 36 3 5 4.500 0.306 0.553 
Technical and professional language as appropriate 36 2 5 3.972 0.434 0.659 
Basic office administration 36 1 5 3.750 0.854 0.924 
Marketing 36 2 5 3.528 1.027 1.013 
Understanding of organizational charts and office 
dynamics 
36 1 5 3.056 1.775 1.332 
Administration - Skills N Min Value Max Value μ var(X) std(X) 
Generation of event orders 36 3 5 4.806 0.212 0.461 
Computer literate (web browser, Microsoft Office, 
Delphi etc.) 
36 4 5 4.583 0.243 0.493 
Able to maintain appropriate reporting 36 3 5 4.194 0.323 0.569 
Generate contracts 36 2 5 3.611 0.793 0.891 
Administration - Abilities N Min Value Max Value μ var(X) std(X) 
Ability to prioritize and delegate tasks 36 4 5 4.833 0.139 0.373 
Ability to see the big picture  and interrelatedness of 
every department and operation 
36 4 5 4.806 0.157 0.396 
Development of long term relationships with contacts 36 3 5 4.583 0.299 0.546 
Strong recordkeeping 36 3 5 4.278 0.312 0.559 
Ability to express complex ideas 36 3 5 4.056 0.441 0.664 
General correspondence internally and externally 36 1 5 3.694 0.934 0.967 
Ability to write standard operating procedures 36 1 5 3.194 1.712 1.309 
Administration - α Other Characteristics N Min Value Max Value μ var(X) std(X) 
Problem solving ability 36 4 5 4.889 0.099 0.314 
Strong interpersonal communication skills 36 4 5 4.806 0.157 0.396 
Ability to be assertive and persuasive without being 
overly aggressive 
36 4 5 4.722 0.201 0.448 
Being organized 36 3 5 4.750 0.243 0.493 
Staying calm under pressure 36 3 5 4.167 0.250 0.500 
Time management 36 3 5 4.444 0.302 0.550 
Decision making skills with analysis of alternative 
options 
36 3 5 4.278 0.312 0.558 
Negotiation 36 3 5 4.278 0.312 0.558 
Ability to work long hours 36 3 5 4.056 0.441 0.664 
Strong networking skills 36 3 5 3.944 0.497 0.705 
Multitasking 36 2 5 3.611 0.849 0.921 
Strong writing skills with persuasiveness 36 2 5 3.444 1.191 1.091 
Forward and strategic thinking 36 1 5 3.194 2.046 1.430 
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Table 29 
 
Iteration Three: Beverage Management 
 
Iteration Three: Beverage Management 
Beverage Management - Knowledge N Min Value Max Value μ var(X) std(X) 
Bar placement and flow 36 4 5 4.944 0.052 0.229 
Types of liquors, beers, wines and non-alcoholic options 36 4 5 4.944 0.052 0.229 
Knowing the audience 36 4 5 4.917 0.076 0.276 
Local liquor laws (liability) 36 4 5 4.833 0.139 0.373 
Understand beverage markup norms 35 4 5 4.714 0.204 0.452 
Requirements of beverage service 36 4 5 4.583 0.243 0.493 
Pricing norms 36 3 5 4.333 0.278 0.527 
Budgeting 36 3 5 4.333 0.278 0.527 
Group dynamics related to beverage service 36 3 5 4.222 0.284 0.533 
Cost control 36 3 5 4.111 0.488 0.698 
Trends 36 2 5 3.833 0.694 0.833 
Storage and serving temperatures 36 2 5 3.806 0.879 0.937 
Beverage knowledge, origins 36 2 5 3.528 1.305 1.142 
Inventory control 36 1 5 3.194 2.212 1.487 
Beverage Management - Skills N Min Value Max Value μ var(X) std(X) 
Beverage pairing principles 35 4 5 4.914 0.078 0.280 
Sales techniques 35 4 5 4.857 0.122 0.350 
Management skills 35 3 5 4.771 0.233 0.483 
Alcohol management techniques 35 3 5 4.571 0.302 0.550 
Bartending 34 2 5 4.147 0.478 0.692 
Inventory control 35 3 5 3.914 0.650 0.806 
Negotiation skills (with vendors) 35 2 5 3.400 1.440 1.200 
Beverage Management - Abilities N Min Value Max Value μ var(X) std(X) 
Ability to spot new trends and products 36 1 5 4.889 0.099 0.314 
Creativity to create specialty options for events 36 4 5 4.833 0.139 0.373 
Creativity in selling 36 3 5 4.444 0.302 0.550 
Ability to determine levels of intoxication 36 3 5 3.972 0.583 0.763 
Palate for beverage pairing 36 2 5 3.444 1.136 1.066 
Beverage Management - α Other Characteristics N Min Value Max Value μ var(X) std(X) 
Have the required credentials to serve liquor 36 4 5 4.417 0.243 0.493 
Creativity in planning menus 36 4 5 4.917 0.076 0.276 
Savvy consumer 36 2 5 3.583 0.632 0.795 
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Table 30 
 
Iteration Three: Catering Services & Food Production 
 
Catering Services & Food Production - Knowledge N Min Value Max Value μ var(X) std(X) 
Menu planning 36 4 5 4.944 0.052 0.229 
Event planning 35 4 5 4.943 0.054 0.232 
Food & beverage basics 36 4 5 4.917 0.076 0.276 
Allergens and dietary restrictions 36 4 5 4.917 0.076 0.276 
Event setup options 36 4 5 4.806 0.157 0.396 
Food presentation 36 4 5 4.722 0.201 0.448 
Service styles 36 3 5 4.333 0.278 0.527 
Event execution 36 3 5 4.556 0.302 0.550 
Staffing levels 36 3 5 4.111 0.304 0.552 
Room selection 36 3 5 4.472 0.305 0.552 
Service timing 36 3 5 4.472 0.305 0.552 
Food safety and sanitation 36 3 5 4.500 0.361 0.601 
Sales 36 3 5 4.361 0.397 0.630 
Consumption patterns based on demographics 36 3 5 4.111 0.432 0.657 
Budgets 36 3 5 4.083 0.521 0.722 
Costing 36 3 5 3.944 0.608 0.780 
Taste profiles 36 2 5 3.917 0.688 0.829 
Food production time 36 2 5 3.861 0.731 0.855 
Food production and transportation 36 2 5 3.722 0.923 0.961 
Ethnic and religious guidelines 36 2 5 3.528 1.194 1.093 
On-site and off-site requirements 36 1 5 3.389 1.460 1.208 
Understanding any union regulations and effect on labor 
cost 36 
1 5 3.028 2.471 1.572 
Catering Services & Food Production - Skills N Min Value Max Value μ var(X) std(X) 
Menu planning techniques 36 4 5 4.889 0.099 0.314 
Adhering to required timing 36 4 5 4.833 0.139 0.373 
Recognizing operational constraints 36 4 5 4.833 0.139 0.373 
Working with people 36 4 5 4.806 0.157 0.396 
General food preparation 36 4 5 4.444 0.247 0.497 
Selecting vendors 36 4 5 4.528 0.249 0.499 
Accurately estimations of food requirements 36 3 5 4.333 0.278 0.527 
Expediting 36 3 5 4.222 0.395 0.629 
Labor scheduling skills 36 3 5 3.861 0.731 0.855 
Managing production labor 36 2 5 3.583 1.188 1.090 
Setting up attractive service stations and buffets 36 1 5 3.222 1.784 1.336 
Catering Services & Food Production - Abilities N Min Value Max Value μ var(X) std(X) 
Provide reasonable suggestions with creativity to 
enhance event and upsell 36 
4 5 4.889 0.099 0.314 
Delivery of quality service 36 4 5 4.861 0.120 0.346 
Ensure that food production, beverage management and 
service comes together seamlessly 36 
4 5 4.778 0.173 0.416 
Establish report and deliver recommendations 36 3 5 4.167 0.306 0.553 
Ability to lead a diverse team 36 3 5 4.389 0.323 0.568 
Accommodating food production and service given the 
event environment 36 
2 5 3.722 0.756 0.870 
Develop guidelines for use across departments 36 1 5 3.194 1.323 1.150 
Catering Services & Food Production - α Other 
Characteristics 
N Min Value Max Value μ var(X) std(X) 
Thinking on your feet  36 4 5 4.889 0.099 0.314 
Planning and organization skills 36 4 5 4.889 0.099 0.314 
Listening skills 36 4 5 4.806 0.157 0.396 
Communications 36 4 5 4.806 0.157 0.396 
Proactive 36 4 5 4.472 0.249 0.499 
Asking the right questions 36 3 5 4.139 0.286 0.535 
Think beyond personal preferences 36 3 5 4.222 0.340 0.583 
Interpersonal relations 36 2 5 3.778 0.673 0.820 
Multitasking 36 2 5 3.500 1.028 1.014 
Working long hours 36 1 5 2.972 1.718 1.311 
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Table 31 
 
Iteration Three: Event Management & Design 
 
Event Management & Design - Knowledge N Min Value Max Value μ var(X) std(X) 
Knowing the client and audience 36 4 5 4.917 0.076 0.276 
Combining event concept, design and logistics 36 4 5 4.833 0.139 0.373 
Creating themes 36 4 5 4.833 0.139 0.373 
Trends in decor, floral and related 36 4 5 4.833 0.139 0.373 
Understanding audio-visual needs and options 36 4 5 4.667 0.222 0.471 
Lighting options and equipment 36 3 5 4.278 0.256 0.506 
Music and entertainment options 36 3 5 4.389 0.293 0.541 
Fabrics, wall treatment and linens 36 3 5 4.444 0.302 0.550 
Event design principles 36 3 5 4.278 0.312 0.558 
Understand maximum capacities 36 3 5 4.222 0.395 0.629 
Designing with backdrops and props 36 3 5 4.111 0.488 0.698 
Knowledge of green events 36 3 5 4.667 0.500 0.707 
Stage management and technicians 36 3 5 3.861 0.620 0.787 
Understand hanging points and rigging 36 2 5 3.583 0.910 0.954 
Fire safety guidelines 36 2 5 3.778 0.951 0.975 
Decor, rigging requirements 36 1 5 3.333 1.278 1.130 
Permits and licensing 36 1 5 3.167 2.250 1.500 
Event Management & Design - Skills N Min Value Max Value μ var(X) std(X) 
Timely setup 36 4 5 4.861 0.120 0.346 
Adhering to event objectives 36 4 5 4.861 0.120 0.346 
Visualizing and physically setting up a room 36 4 5 4.806 0.157 0.396 
Adhering to budgets 36 4 5 4.611 0.238 0.487 
Visualizing site selection criteria 36 3 5 4.361 0.286 0.535 
Select and work with multiple vendors 36 3 5 4.056 0.441 0.664 
Working with speakers and VIPs 36 2 5 3.611 0.960 0.980 
Crowd management 35 1 5 3.171 1.456 1.207 
Event Management & Design - Skills N Min Value Max Value μ var(X) std(X) 
Ability to accommodate changes 36 4 5 4.861 0.120 0.346 
Ability to identify conflicts that arise from operations 36 4 5 4.750 0.188 0.433 
Follow event timing and production schedules 36 3 5 4.444 0.302 0.550 
Ability to communicate vision and design 36 3 5 3.944 0.497 0.705 
Ability to identify key decision makers 35 1 5 3.343 1.140 1.068 
Event Management & Design - α Other 
Characteristics 
N Min Value Max Value μ var(X) std(X) 
Being flexible 36 4 5 4.833 0.139 0.373 
Be solutions driven 36 3 5 4.667 0.278 0.527 
Ability to compromise and negotiate 36 4 5 4.111 0.377 0.614 
Multitasking 36 3 5 4.111 0.377 0.614 
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Table 32 
 
Iteration Three: Human Resources 
 
Human Resources - Knowledge N Min Value Max Value μ var(X) std(X) 
Employee relations 36 4 5 4.833 0.139 0.373 
Employment laws and legislation 36 4 5 4.778 0.173 0.416 
Developing job descriptions 35 4 5 4.743 0.191 0.437 
Skills sets required for positions 36 4 5 4.361 0.231 0.480 
Restrictions on use of interns and volunteers 36 3 5 4.000 0.389 0.624 
OSHA 36 2 5 3.917 0.854 0.924 
Compensation laws and overtime 36 1 5 3.472 1.416 1.190 
Human Resources - Skills N Min Value Max Value μ var(X) std(X) 
Management of teams 36 4 5 4.750 0.188 0.433 
Training programs 36 4 5 4.722 0.201 0.448 
Adhering to budgets 36 3 5 4.500 0.306 0.553 
Organization-specific policies, protocols and structure 36 3 5 4.167 0.306 0.553 
Recruiting 36 2 5 3.861 0.620 0.787 
Mediator for conflict situations 36 1 5 3.222 1.228 1.108 
Human Resources - Abilities N Min Value Max Value μ var(X) std(X) 
Recognizing talent 36 3 5 4.139 0.175 0.419 
Coaching and mentoring 36 3 5 4.667 0.278 0.527 
Improve morale 36 3 5 3.583 0.465 0.682 
Human Resources - α Other Characteristics N Min Value Max Value μ var(X) std(X) 
Staying neutral while confronting issues 36 3 5 4.278 0.256 0.506 
Proactive and alert 36 3 5 4.722 0.256 0.506 
Calm 35 3 5 3.600 0.526 0.725 
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Table 33 
 
Iteration Three: Catering & Event Operations 
 
Catering & Event Operations - Knowledge N Min Value Max Value μ var(X) std(X) 
Flow and sequencing of an event 36 4 5 4.972 0.027 0.164 
Coordinating catering and event operations 36 4 5 4.889 0.099 0.314 
Wide ranging relevant skills to step in for 
multiple roles 
36 
4 5 4.472 0.249 0.499 
Accommodating special needs and accessibility, 
ADA compliance 
36 
3 5 4.028 0.583 0.763 
Understanding relevant laws and regulations 36 2 5 3.639 1.231 1.109 
Catering & Event Operations - Skills N Min Value Max Value μ var(X) std(X) 
Developing guidelines for an efficient operation 36 4 5 4.917 0.076 0.276 
Recognize operational constraints 36 4 5 4.861 0.120 0.346 
Establish on-site communications 36 4 5 4.861 0.120 0.346 
Recognizing the attendee profile 36 4 5 4.750 0.188 0.433 
Develop contingency plans 36 4 5 4.639 0.231 0.480 
Manage and train staff 36 4 5 4.639 0.231 0.480 
Organizing the operations multiple departments 36 3 5 4.389 0.293 0.541 
Site/event infrastructure considerations 35 3 5 4.200 0.446 0.668 
Design effective site plans 36 3 5 4.083 0.521 0.722 
Calculate equipment required 36 2 5 3.889 0.821 0.906 
Calculation of needed labor 36 2 5 3.444 1.302 1.141 
Developing and coordinating cohesive 
ancillary/companion programs 
36 1 5 3.083 2.021 1.422 
Catering & Event Operations - Abilities N Min Value Max Value μ var(X) std(X) 
Assess client needs and prioritize 36 4 5 4.861 0.120 0.346 
Ability to motivate staff and volunteers 36 4 5 4.861 0.120 0.346 
Maintain required contracts and paperwork 36 2 5 4.806 0.157 0.396 
Document event and compile reporting 36 4 5 4.639 0.231 0.480 
Working with the production schedule 36 3 5 4.472 0.305 0.552 
Determine service styles as appropriate 36 3 5 4.194 0.434 0.659 
Perform quantity needs calculations 36 2 5 3.722 0.923 0.961 
Source and select suppliers 36 1 5 3.306 1.601 1.265 
Catering & Event Operations α Other 
Characteristics 
N Min Value Max Value μ var(X) std(X) 
Flexibility 36 4 5 4.889 0.099 0.314 
Organizational 36 4 5 4.861 0.120 0.346 
Working within timelines 36 4 5 4.639 0.231 0.480 
Seeing the bigger picture 36 3 5 4.250 0.299 0.546 
Open-mindedness 36 2 5 4.028 0.694 0.833 
Delegation 36 1 5 3.583 1.354 1.164 
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Table 34 
 
Iteration Three: Risk Management 
 
Risk Management - Knowledge N Min Value Max Value μ var(X) std(X) 
Safety procedures 36 4 5 4.889 0.099 0.314 
Identification of agencies and department with 
jurisdiction 
36 1 5 4.806 0.157 0.396 
Knowledge of options 36 3 5 4.250 0.299 0.546 
Of a response plan 36 3 5 4.528 0.305 0.552 
Understanding laws and regulations in effect 35 2 5 3.886 0.616 0.785 
Insurance coverage 36 1 5 3.472 1.305 1.142 
Risk Management - Skills N Min Value Max Value μ var(X) std(X) 
Steps that can limit liability 36 4 5 4.861 0.120 0.346 
Development of security procedures 36 4 5 4.556 0.232 0.482 
Performing a risk analysis 36 3 5 4.222 0.451 0.671 
Develop reporting mechanism 36 2 5 3.694 1.101 1.049 
Risk Management - Abilities N Min Value Max Value μ var(X) std(X) 
Collection of certificates of insurance from vendors and 
other parties 
36 3 5 4.889 0.154 0.393 
Critically decide on appropriate risk management 
techniques 
36 2 5 4.528 0.416 0.645 
Review past situations for knowledge 36 3 5 4.028 0.471 0.687 
Identifying, assessing and prioritizing risks 36 2 5 3.583 1.188 1.090 
Risk Management - α Other Characteristics N Min Value Max Value μ var(X) std(X) 
Forward thinking of possible situations and impact 36 3 5 4.750 0.243 0.493 
Calm 36 3 5 3.972 0.305 0.552 
Develop relationships to facilitate response 35 2 5 3.743 0.648 0.805 
 
Table 35 
 
 Iteration Three: Sales & Marketing 
 
Sales & Marketing - Knowledge N Min Value Max Value μ var(X) std(X) 
Knowing one's product and competitive advantage 36 4 5 4.944 0.052 0.229 
Recognizing and understanding competition 36 4 5 4.917 0.076 0.276 
Developing pricing 36 4 5 4.833 0.139 0.373 
Understanding the sales process 36 4 5 4.500 0.250 0.500 
Knowledge of marketing and promotional opportunities 36 3 5 4.222 0.395 0.629 
Developing and interpreting marketing plans 36 2 5 3.778 0.895 0.946 
SWOT analysis for the environment and situation 36 1 5 3.417 1.465 1.210 
Sales & Marketing - Skills N Min Value Max Value μ var(X) std(X) 
Meeting and exceeding client needs 36 4 5 4.917 0.076 0.276 
Ethics 36 4 5 4.639 0.231 0.480 
Recognizing the target market 36 3 5 4.222 0.340 0.583 
Closing skills 36 2 5 3.694 0.879 0.937 
Sales & Marketing - Abilities N Min Value Max Value μ var(X) std(X) 
Ability to develop rapport and a relationship 35 4 5 4.886 0.101 0.318 
Working with people 36 4 5 4.556 0.217 0.466 
Identifying client needs 35 4 5 4.600 0.240 0.490 
Helping clients overcome objections 35 3 5 4.286 0.261 0.511 
Abiding by sales and marketing targets and budgets 35 2 5 3.886 0.616 0.785 
Interpreting marketing and sales data 35 1 5 3.400 1.326 1.151 
Sales & Marketing - α Other Characteristics N Min Value Max Value μ var(X) std(X) 
Integrity 36 4 5 4.889 0.099 0.314 
Listening 35 4 5 4.829 0.142 0.377 
Well spoken 36 4 5 4.444 0.247 0.497 
Creative 36 3 5 4.083 0.632 0.795 
Negotiation 36 2 5 3.583 1.354 1.164 
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Chapter Summary 
In summary, this chapter presented the findings from the three iterations covering 
the responses from two sets of participants.  The first iteration consisted of verification 
and validation of current competencies identified via a literature review.  The first 
iteration also queried participants for additional competencies for inclusion.  The second 
iteration consisted of coding and data integration of the core body of 
knowledge/competencies and sub-competencies for ranking by level of importance 
concomitant with on-the-job performance efficiency. The third iteration was sent to the 
same participants asking for a validation of the same survey with the resultant ranking 
provided as guidance. 
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CHAPTER V 
CONCLUSIONS, SUMMARY, AND RECOMMENDATIONS 
 The purpose of this study is to discover the competencies of catering and event 
professionals according to a modified Delphi panel of subject matter experts.  Specific 
questions to answer include the development of a competency model to define 
occupational classifications, identification of competencies and skills, attitudes and traits, 
and to build consensus amongst recognized industry professionals.   
Conclusions 
Via a modified Delphi technique with a comprehensive literature review and three 
iterations of surveys involving over 235 participants, a suggested competency model for 
catering and event professionals was the result.  The use of a modified Delphi technique 
provided for a funnel approach that took into account of existing bodies of knowledge 
over multiple career fields.  With the active participation of an industry association, the 
accessibility of participants was greatly aided with demonstrated relevance to the field.   
Iteration three, which served as final validation of the core body of 
knowledge/competencies (see Figure 4) and sub-competencies, began with a ranking of 
the level of importance for the core body of knowledge/competencies.  Catering and 
event operations and event management and design were validated as the two with the 
highest level of importance.  This is understandable as both describe the key functional 
areas of catering and events (see Figure 5).  The fact that catering and event professionals 
both ranked catering and events equally in importance, validated the newly defined 
catering and events occupation.  Sales and marketing, risk management and contracts, 
accounting and administration respectively ranked in that order.  Lower, came the last 
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three competencies, as human resources, catering services and food production and 
beverage management. 
 
Figure 4. A Suggested Competency Model for Catering & Event Professionals. 
 
 
 
Figure 5. Hierarchy of Importance of the Competency Model for Catering & Events 
Professional. 
 
For the core body of knowledge/competency of accounting
the highest three ranked knowledge were budgeting, basics of accounting and pricing 
determination.  The top three ranked skills were the ability to develop a realistic 
budgeting process, understanding profit & loss management, and the ability to use and 
interpret financial data. The top three highest ranked abilities were staying within a 
budget, basic mathematics, and maintaining customer satisfaction and financial 
performance. The top three other characteristics were understanding costing and financial 
decisions, calculating space requirements, and active participation in the revenue 
maximization process.   
Level of Importance – std(x) 0.229
Level of Importance – std(x) 0.416
Level of Importance – std(x) 0.598
Level of Importance – std(x) 0.640
Level of Importance – std(x) 0.659
Level of Importance – std(x) 0.975
Level of Importance – std(x) 1.150
Level of Importance – std(x) 1.516
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 as seen in Figure 6
•Catering & Event Operations
•Event Management & Design
•Sales & Marketing
•Risk Management & Contracts
•Accounting
•Administration
•Human Resources
•Catering Services & Food Production
•Beverage Management
 
, 
 
 
Figure 6. Accounting. 
For the core body of knowledge/
7, the highest three ranked knowledge were operations, standard catering policies and 
procedures, and people management skills.  The top three ranked skills were generation 
of event orders, computer literacy, and the ability to maintain appropriate reportin
top three highest ranked abilities were prioritization and task delegation, the ability to see 
the big picture, and developing 
characteristics were problem solving ability, strong interpersonal communica
and the ability to be assertive and persuasive without being aggressive
Accounting -
Knowledge
Accounting - Skills
Accounting - Abilities
Accounting - α Other 
Characteristics
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competency of administration as seen in Figure 
long-term relationships.  The top three other 
. 
• Budgeting 
• Basics of accounting
• Pricing determination
• Be able to develop a realistic budgeting process
• Understanding profit & loss management via the interplay between 
costings, projections, inventory, yield management, labor costing
• Ability to use and interpret data from financial systems
• Staying within a budget
• Basic addition and subtractions
• Maintaining customer satisfaction and financial performance
• Understanding the impact of costing and financial decisions
• Calculating space requirements
• Active participation in the revenue maximization process
 
g. The 
tion skills, 
 
 
Figure 7. Administration.
For the core body of knowledge/
Figure 8, the highest three ranked knowledge were bar placement an
liquors, beers, wines and non
beverage pairing principles, sales techniques, and management skills. The top three 
highest ranked abilities were 
specialty options for events, 
were having the required credentials to serve liquor, creativity in planning menus, and 
serving savvy customers. 
Administration 
Knowledge
Administration - Skills
Administration 
Abilities
Administration - α Other 
Characteristics
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competency of beverage management
d flow, types of 
-alcoholic options.  The top three ranked skills were 
the ability to determine intoxication, creativity to create 
and creativity in selling. The top three other characteristics 
 
• Operations 
• Standard catering policies and procedures
• People management skills (measuring success, performance 
management, discipline, HR requirements, leading by example)
-
• Generation of event orders
• Computer literate (web browser, Microsoft Office, Delphi etc.)
• Able to maintain appropriate reporting
• Ability to prioritize and delegate tasks
• Ability to see the big picture and interrelatedness of every department 
and operation
• Development of long term relationships with contacts
-
• Problem solving ability
• Strong interpersonal communication skills
• Ability to be assertive and persuasive without being overly aggressive
 
 as seen in 
 
 
Figure 8. Beverage Management
For the core body of knowledge/
production as seen in Figure 9
event planning, and food & beverage basics.  The top three ranked skills were menu 
planning techniques, adherence to required timing, and recognizing operational 
constraints. The top three highest ranked abilities were providing reasonable suggestions 
with creativity to enhance events, delivery of quality service, and ensuring quality food 
production and beverage management. The top three other characteristics were thinking 
on your feet, planning and organizational skills and listening skills.
Beverage Management 
Knowledge
Beverage Management 
Skills
Beverage Management 
Abilities
Beverage Management 
α Other Characteristics
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. 
competency of catering services and food 
, the highest three ranked knowledge were menu planning, 
 
•Bar placement and flow
•Types of liquors, beers, wines and non-alcoholic options
•Knowing the audience
-
•Beverage pairing principles
•Sales techniques
•Management skills
-
•Ability to determine levels of intoxication
•Creativity to create specialty options for events
•Creativity in selling
-
•Have the required credentials to serve liquor
•Creativity in planning menus
•Savvy consumer
-
 
 
 
Figure 9. Catering Services & Food Production.
For the core body of knowledge/
seen in Figure 10, the highest three ranked knowledge were knowing the client and 
audience, combining event concept, design and logistics, and creating themes.  The top 
three ranked skills were timely setup, adherence to event objectives and
physically setting up a room. The top three highest ranked abilities were the ability to 
accommodate changes, the ability to identify conflicts, and following event timing and 
production schedules. The top three other characteristics were 
solutions driven, and the abili
Catering Services & 
Food Production 
Knowledge
Catering Services & 
Food Production - Skills
Catering Services & 
Food Production 
Abilities
Catering Services & 
Food Production -
Other Characteristics
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competency of event management & design
 visualizing and 
being flexible
ty to compromise and negotiate.  
• Menu planning
• Event planning
• Food & beverage basics
-
• Menu planning techniques
• Adhering to required timing
• Recognizing operational constraints
• Provide reasonable suggestions with creativity to enhance event and 
upsell
• Delivery of quality service
• Ensure that food production, beverage management
-
• Thinking on your feet 
• Planning and organization skills
• Listening skills
α 
 
 as 
, being 
 
 
Figure 10. Event Management & Design.
For the core body of knowledge/
11, the highest three ranked knowledge were employee relations, employment laws and 
legislation, and developing job descriptions.  The top three ranked skills were 
management of teams, training programs, and adherence to budgets. The top three highest 
ranked abilities were recognizing talent, coaching and mentoring, and improving morale. 
The top three other characteristics were staying neutral while confronting issues, being 
proactive and alert, and staying calm. 
Event Management & 
Design -Knowledge
Event Management & 
Design - Skills
Event Management & 
Design - Abilities
Event Management & 
Design - α Other 
Characteristics
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competency of human resources 
 
•Knowing the client and audience
•Combining event concept, design and logistics
•Creating themes
•Timely setup
•Adhering to event objectives
•Visualizing and physically setting up a room
•Ability to accommodate changes
•Ability to identify conflicts that arise from operations
•Follow event timing and production schedules
•Being flexible
•Be solutions driven
•Ability to compromise and negotiate
 
as seen in Figure 
 
 
Figure 11. Human Resources.
For the core body of knowledge/ competency of
seen in Figure 12, the highest three ranked knowledge were flow and sequencing of an 
event, coordinating catering and event operations, and a wide range of relevant skills to 
step into multiple roles.  The top three ranked skills were developing guidelines for 
efficient operations, recognizing operational constraints, and establishing on
communications. The top three highest ranked abilities were assessing client needs and 
prioritization, the ability to motivate volunteers, and maintaining required contracts and 
paperwork. The top three other characteristics were flexibility, organization, and working 
within timelines.  
Human Resources
Knowledge
Human Resources
Skills
Human Resources
Abilities
Human Resources
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 catering and event operations
•Employee relations
•Employment laws and legislation
•Developing job descriptions
-
•Management of teams
•Training programs
•Adhering to budgets
-
•Recognizing talent
•Coaching and mentoring
•Improve morale
-
•Staying neutral while confronting issues
•Proactive and alert
•Calm
- α 
 
 as 
-site 
 
 
Figure 12. Catering & Event Operation
For the core body of knowledg
Figure 13, the highest three ranked knowledge were safety procedures, identification of 
agencies and departments with jurisdiction, and the knowledge of options.  The top three 
ranked skills were steps that can li
performing a risk analysis. The top three highest ranked abilities were collection of 
certificates of insurance from vendors, critically decide on the appropriate risk 
management techniques, and review
characteristics were forward thinking of possible situations and impact, staying calm, and 
developing relationships to facilitate responses. . 
Catering & Event 
Operations -Knowledge
Catering & Event 
Operations - Skills
Catering & Event 
Operations - Abilities
Catering & Event 
Operations - α Other 
Characteristics
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s. 
e/competency of risk management 
mit liability, development of security procedures, and 
ing past situations for knowledge. The top three other 
 
•Flow and sequencing of an event
•Coordinating catering and event operations
•Wide ranging relevant skills to step in for multiple roles
•Developing guidelines for an efficient operation
•Recognize operational constraints
•Establish on-site communications
•Assess client needs and prioritize
•Ability to motivate staff and volunteers
•Maintain required contracts and paperwork
•Flexibility
• Organizational
•Working within timelines
 
as seen in 
 
 
Figure 13. Risk Management & Contracts.
For the core body of knowledge/ competency of sales & marketing
Figure 14, the highest three ranked knowledge were knowing one’s product and 
competitive advantage, recognizing and understanding competition, and developing 
pricing.  The top three ranked skills 
recognizing the target market. The top three highest ranked abilities were ability to 
develop rapport and a relationship, working with people, and identifying client needs. 
The top three other characteri
Risk Management & 
Contracts -Knowledge
Risk Management & 
Contracts - Skills
Risk Management & 
Contracts - Abilities
Risk Management & 
Contracts - α Other 
Characteristics
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were meeting and exceeding client needs, ethics, and 
stics were integrity, listening and being well spoken. 
• Safety procedures
• Identification of agencies and department with jurisdiction
• Knowledge of options
• Steps that can limit liability
• Development of security procedures
• Performing a risk analysis
• Collection of certificates of insurance from vendors and other parties
• Critically decide on appropriate risk management techniques
• Review past situations for knowledge
• Forward thinking of possible situations and impact
• Calm
• Develop relationships to facilitate response
 
 as seen in 
 
 
 
Figure 14. Sales & Marketing.
This competency study identified the core body of knowledge/competencies and 
detailed sub-competencies divided into knowledge, skills, abilities and other 
characteristics.  These competencies 
validated some of the findings from previous studies of catering and events as sep
studies.  It also provided additional competencies and sub
two groups of qualified in
With a new career formally developed by industry
just validated but brought a detailed definition to what it encompasses.  
from three separate recognized bodies of knowledge and combined it with new industry 
input for verification via a Delphi panel of su
it serves practitioners by focusing on the required knowledge, skills and abilities to allow 
for increased productivity.  
Sales & Marketing
Knowledge
Sales & Marketing
Skills
Sales & Marketing
Abilities
Sales & Marketing
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(see Figure 5) and sub-competencies identified 
-competencies and validated by 
dustry professionals. 
, the results from this study not 
It refined data 
bject matter experts.  From a practical basis, 
 
•Knowing one's product and competitive advantage
•Recognizing and understanding competition
•Developing pricing
-
•Meeting and exceeding client needs
•Ethics
•Recognizing the target market
-
•Ability to develop rapport and a relationship
•Working with people
•Identifying client needs
-
•Integrity
•Listening
•Well spoken
- α 
 
arate 
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Summary 
This competency model for catering and event professionals using a modified 
Delphi technique was born first by NACE adapting their focus from simple catering to 
include event planning.  This was done in recognition of changes to the job 
responsibilities of the membership.  The change was not only by name, but also practical 
and was reflected in certifications, education, and marketing. 
This combination of catering and events into a single profession has not been 
widely and systematically studied.  As a newly defined occupation, there exists a need to 
develop a clear definition and to provide job descriptions that include required 
knowledge, skills, abilities and other characteristics.  Competency modeling provides a 
platform for linking capabilities, competency and effective performance in an 
organization.  Further, as a means to formalize the knowledge base of industry 
professionals, competency modeling can play a role in assisting this major association to 
re-define the industry segment from not just catering or events, but rather catering and 
events.  
This study involved a large number of specially selected participants that met the 
standards of association membership and certification designees.  The study received 
publicity via official communications from NACE, including numerous mentions and 
introductions to the membership at multiple annual national conferences and leadership 
summits.  This promotion encouraged participation and helped make the study possible. 
This competency study involved two sets of participants consisting of catering and event 
industry professionals over three iterations.  The first iteration was a content analysis to 
validate and update the core body of knowledge/competencies identified in a 
  102 
 
comprehensive literature review.  This first iteration also queried participants on 
competencies for inclusions.  The second iteration consisted of data integration, coding 
and integration of the findings to refine the core body of knowledge/competencies into 
sub-competencies.  The third iteration was one of validation, presenting the same 
participants with the core body of knowledge/competencies and sub-competencies in 
ranking order from the results from the second iteration. 
Recommendations 
The conclusions from this study for a suggested competency model for catering 
and event professionals using a modified Delphi technique has immediate applications.  It 
creates legitimacy for the profession with implications for education, training, 
organizational development, human resources, and more.  It also serves as a study of the 
relevance for competency modeling in industry   
Recommendations for Future Study 
  A competency model provides an in depth analysis of the knowledge, skills 
abilities, and other characteristics that are required for success in a given occupational 
field.  The benefits of competency modeling is not a new phenomenon, but one that is 
still in a nascent stage for many occupations.  This has to do with the inaccessibility of 
data in many cases and the difficulty in receiving survey returns.  This study has show a 
route, such as that of partnering with an industry association to improve survey returns.   
 For this study and other similar industry focused endeavors, the results should be 
shared with the general membership if conducted by an association.  There also exist an 
opportunity to cross study with other industry associations (in this case such as the 
Convention Industry Council or the International Special Events Society.)  Lastly, a study 
  103 
 
of global perspectives covering more than just the United States should be considered. 
Competency modeling should exist and be publicly available for all occupational 
fields.  With the careful, and rigorous nature of research required, this is an endeavor that 
academia is suited to partner with.  
Recommendations for Practitioners 
 Competency modeling has become a popular business approach, in particular for 
human resource applications.  Strategic human resource planning is involved with 
planning for a workforce to meet desired performance benchmarks.  This requires a deep 
analysis of each job position.  It has related implications in human resource functions 
from selection and recruitment, to training and development, to performance 
management, and succession planning.  Competency modeling can provide baseline 
requirements for job descriptions that lead to improved hiring and selection decisions. It 
allows for significant customization for each organization allowing for considerations of 
value and corporate strategy.   Competency modeling also provides for a common 
language in performance evaluation and training and development.   
 Competency modeling can be thought of as an aid in providing transparency and 
clarity in converging the mission, vision and strategies of an organization into highly 
actionable data. It relates ultimately back to the core competencies and competitive 
advantages of an organization.   
 Practitioners are not just those directly involved in corporations but also those in 
the industry associations that serve them.  As demonstrated in this study, there are 
inherent benefits that industry associations can help each individual corporation within 
their industries due to the diversity of membership and ability to consolidate data.  It is 
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hoped that competency modeling is one of those unique tools available.  
Possible Contributions to Industry 
With the NACE name change came the required redevelopment of their signature 
certification, the widely accepted CPCE, Certified Professional in Catering and Events.  
The core body of knowledge/competencies and sub-competencies identified in this study 
will serve as the foundation to the redevelopment effort. 
Funding has been secured from the Timothy S Y Lam Foundation to allow NACE 
to secure the services of specially selected industry contributors to develop the next 
edition of the Professional Reference Guide for the Catering and Event Industry.  This is 
the “official study companion” presented by NACE for the CPCE certification.  Each 
chapter will be based on the competencies identified.   
Outside of NACE, it is hoped that the partnership for this study will serve as a 
model for other industry associations.  With the constant changes in consumer demands, 
companies that subscribe to merely maintaining the status quo will eventually fall by the 
wayside.  Constant innovation and re-imagination is expected and required.  Similarly, 
those associations that serve industry must keep pace and be the driving force for change.   
The rigorous work product of academic research has a place in serving industry.  
As an example, this competency study will be redeveloped into a white paper to be 
published jointly by NACE and the Convention Industry Council (CIC). The CIC is the 
hospitality umbrella association that has 33 member associations, representing nearly 
20,000 companies and 100,000 individuals.  It is expected that this white paper will 
present the findings in a condensed version for direct implementation by industry.  
Therefore although creating a competency model for catering and event professionals is 
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the primary goal of this study, it also serves as a successful case study of bridging the gap 
between academia and industry.   
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APPENDIX IV 
 
IRB APPROVED ITERATION ONE PARTICIPANT INVITATION 
 
 
PARTICIPANT INVITATION 
 
Greenspun College of Urban Affairs 
School of Environmental and Public Affairs 
 
    
TITLE OF STUDY: A COMPETENCY MODEL FOR CATERING 
AND EVENT PROFESSIONALS USING A MODIFIED DELPHI 
TECHNIQUE  
INVESTIGATOR(S): Yeonsoo Kim, Ph.D. and Donnell G. Bayot 
    
 
As you know, the National Association for Catering and Events (NACE), as the oldest 
and largest catering association in the world, formally coined a new term "catering and 
events" to describe the profession in recognition of the trends in the field.  This 
combination of catering and events and in particular, the knowledge, skills, and abilities 
to measure catering and event occupations, has not been widely and systematically 
studied.   
 
A formal research study is now in progress and the data collection phase is about to 
commence.  The purpose of this study is to develop a competency model for catering and 
event professionals.  This will be achieved via a modified Delphi technique to identify 
competencies and skills, attitudes and traits to develop a competency model that can 
define occupational classifications while building consensus within "practitioner" experts 
on competencies important to industry professionals. As your Second Vice President, I 
am also a doctoral student at the University of Nevada, Las Vegas. The results of this 
survey is part of my Ph.D. dissertation. It is being developed with support from NACE, 
therefore the results will be share with the association.  
 
I would like to invite you to participate by being a survey respondent. The value of your 
input is paramount not just to this study but also to the future of our industry. I hope you 
will participate and provide with us as much detailed input as you can.  
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Time Commitment 
 
It will involve about 30 minutes per survey with a total of about three surveys. You will 
not be compensated for your participation. However, I hope that you will take pride in 
your selection as a NACE members survey respondent in recognition of your 
commitment to the industry.  
 
The survey e-mail will be sent out on April 27, 2014. I hope you will consider 
participating in this exciting project. For questions or concerns about the study, you may 
contact me at dbayot@tisoh.com or at (702) 355-9500. 
 
For questions regarding the rights of research subjects, any complaints or comments 
regarding the manner in which the study is being conducted, contact the UNLV Office of 
Research Integrity – Human Subjects at 702-895-2794, toll free at 877-895-2794 or 
via email at IRB@unlv.edu. 
 
Thank you for your time, continued support to NACE, and for your consideration. I look 
forward to seeing you in July. 
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APPENDIX V 
 
ITERATION ONE SURVEY LETTER 
 
 
A Competency Model for Catering and Events Professionals 
Using a Modified Delphi Technique 
 
 
 
This survey is part of a doctoral research project.  It is being conducted in a modified 
format of a Delphic study in three rounds.  Feedback from participants is aggregated after 
each round.  
 
You have been selected to participate based on your recognized knowledge of catering 
and events.  The objective is to develop a competency model for catering and event 
professionals.  A competency model provides a common language to describe and 
analyze the performance and capabilities by identifying the competencies for 
professionals to perform effectively within an organization.  In this study to develop a 
competency model, it is needed to explore the competencies for catering and event 
professionals, validate their knowledge, skills and abilities, and then develop a new 
competency model specific to catering and event professionals.  This series of three 
surveys in which you are participating in, is to gather your expert opinion on what should 
be included in a competency model for catering and events. 
 
A Delphic study has several key hallmarks. The first is that respondents remain 
anonymous and never physically meet. The second is that the survey goes through 
multiple (three in this case) iterations, allowing respondents to see the responses of other 
participants and then reexamine their own responses.  The third is in controlled feedback 
with the researcher in a moderator role. Lastly, it is in the statistical aggregation of group 
responses that take place after each iteration to obtain the most reliable consensus of 
opinion of a group of experts. 
 
Timing is key and you are requested to kindly abide by the posted deadlines for 
submission. Submission will be via e-mail sent to dbayot@tisoh.com. 
 
Instructions on Answering this Questionnaire 
 
This survey is provided with dedicated response areas.  Please type your answers directly 
in this space.  Please take your time to reflect and respond as comprehensively as 
possible.    
 
Thank you for your participation. Your responses are confidential. If you have any 
questions about the study, please contact Donnell Bayot at dbayot@tisoh.com or call 
(702) 947-7200 ext 203.  
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APPENDIX VI 
 
ITERATION ONE SURVEY 
 
 
Greenspun College of Urban Affairs 
School of Environmental and Public Affairs 
 
    
TITLE OF STUDY: A COMPETENCY MODEL FOR CATERING 
AND EVENT PROFESSIONALS USING A MODIFIED DELPHI 
TECHNIQUE  
INVESTIGATOR(S): Yeonsoo Kim, Ph.D. and Donnell G. Bayot 
For questions or concerns about the study, you may contact Donnell at (702) 355-9500. 
 
For questions regarding the rights of research subjects, any complaints or comments 
regarding the manner in which the study is being conducted, contact the UNLV Office of 
Research Integrity – Human Subjects at 702-895-2794, toll free at 877-895-2794 or 
via email at IRB@unlv.edu. 
    
 
INFORMED CONSENT 
 
Purpose of the Study 
You are invited to participate in a research study.  The purpose of this study is to develop 
a competency model for catering and event professionals.  This survey is part of a 
doctoral research project.  It is being conducted in a modified format of a Delphic study 
in three rounds.  Feedback from participants is aggregated after each round. 
 
Participants 
You have been selected to participate based on your recognized knowledge of catering 
and events.  The objective is to develop a competency model for catering and event 
professionals.  A competency model provides a common language to describe and 
analyze the performance and capabilities by identifying the competencies for 
professionals to perform effectively within an organization.  In this study to develop a 
competency model, it is needed to explore the competencies for catering and event 
professionals, validate their knowledge, skills and abilities, and then develop a new 
competency model specific to catering and event professionals.  This series of three 
surveys in which you are participating in, is to gather your expert opinion on what should 
be included in a competency model for catering and events. 
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Procedures 
If you volunteer to participate in this study, you will be asked to do the following: 
complete a self-administered survey.  
 
Benefits of Participation 
There may not be direct benefits to you as a participant in this study.  However, we hope 
to identify competencies and skills, attitudes and traits to develop a competency model 
that can define occupational classifications while building consensus within 
“practitioner” experts on competencies important to industry professionals. This can aid 
the industry in generic decisions that affect developing training programs, selecting and 
rewarding managers, predicting individual job performance, planning professional 
development and staff empowerment 
. 
Risks of Participation 
There are risks involved in all research studies. This study may include only minimal 
risks such as that you may become uncomfortable when answering some questions due to 
their complexity and length.  
 
Cost /Compensation  
There may not be financial cost to you to participate in this study.  The study will take 30-
40 minutes of your time.  You will not be compensated for your time.    
 
Confidentiality 
All information gathered in this study will be kept as confidential as possible.  No 
reference will be made in written or oral materials that could link you to this study.  All 
records will be stored in a locked facility for 3 years after completion of the study.  After 
the storage time the information gathered will be destroyed.  
 
Voluntary Participation 
Your participation in this study is voluntary. You may refuse to participate in this study or 
in any part of this study.  You may withdraw at any time without prejudice to your 
relations with UNLV. You are encouraged to ask questions about this study at the 
beginning or any time during the research study.  
 
Participant Consent:  
I have read the above information and agree to participate in this study. I have been able 
to ask questions about the research study. I am at least 18 years of age.  
 
Thank you for your participation. 
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Part I: Demographic Data 
Years of experience in the catering and event profession (Please select one) 
 
 Less than 1 year 
 1-2 years 
 3-5 years 
 6-10 years 
 11-15 years 
 More than 15 years 
 
Please indicate your span of control in your organization (Please select one) 
 
 Executive - oversee multiple functional areas (i.e., CEO, CFO, Vice President) 
 Director - oversee an entire functional area 
 Manager - oversee department within a functional area 
 Supervisor - manage a group within a department 
 Individual contributor - member of a team or independent employee 
 Independent consultant 
 University professor or college instructor 
 Unemployed 
 Other (Please specify) 
____________________________________________________ 
 
Primary Area of Job Responsibility  
 
 Catering operations 
 Food & beverage operations 
 Event management 
 Conference and meeting planning 
 Wedding planning 
 Education/training & development 
 Staffing/human resources 
 Association management 
 Other (Please specify) 
____________________________________________________ 
 
Years of experience in the primary area of job responsibilities identified in the 
previous question (Please select one) 
 
 Less than 1 year 
 1-2 years 
 3-5 years 
 6-10 years 
 11-15 years 
 More than 15 years 
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Please indicate any certifications that you currently hold that are relevant for this 
profession (Select all that apply) 
 
 CAE: Certified Association Executive 
 CFBE: Certified Food and Beverage Executive 
 CMM: Certified in Meeting Management 
 CMP: Certified Meeting Professional 
 CPCE: Certified Professional in Catering and Events 
 CSEP: Certified Special Events Professional 
 DMCP: Destination Management Certified Professional 
 Other (Please 
specify)____________________________________________________ 
 
Which of the following best describes your organization? 
 
 Hotel Catering 
 Convention/Conference Center Catering 
 Restaurant Catering 
 Private Club Catering 
 Stadium and Arena Catering 
 Casino Catering 
 Off-Premise Catering 
 Event Planner (venue) 
 Event Planner (planning company) 
 Other (Please 
specify)____________________________________________________ 
 
Educational background (Please indicate the highest level of education you have 
achieved) 
 
 High school diploma/GED 
 Some university/college education 
 Trade/business school training (may include special degrees/certificates) 
 Associate degree 
 Bachelor’s degree 
 Some post-graduate education 
 Master's degree 
 Advanced graduate or professional degree (i.e., doctor of philosophy, doctor 
of medicine)  
 
Gender (Please select one) 
 
 Female 
 Male 
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Part II: Catering and Events Body of Knowledge - Iteration One 
 
Competencies refer to the amalgamation of knowledge, skills, and abilities that combine 
to allow an individual to perform the required functions of a position effectively.  Core 
competencies are clusters of competency characteristics that address specific knowledge, 
skills, and abilities that are considered key, or essential elements. 
 
For each of the core competencies below, a description of the knowledge, skills and 
abilities is provided. Please read and rate with the following scale: 
 
• The importance of the core competency in the day-to-day responsibilities of a 
catering and event professional using a scale of 1 – 5 (1=least important, 
3=moderately important, 5=very important) 
 
• The frequency with which the core competency is used, on a scale of 1 – 5 (1=less 
than once a month, 3=more than once a month but less than once a week, 
5=almost daily) 
Core Competencies 
 
• Accounting 
• Administration 
• Beverage Management 
• Catering Services 
• Event Management and Design 
• Food Production 
• Human Resources 
• Operations 
• Risk Management and Contracts 
• Sales and Marketing 
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Core Body of Knowledge: Accounting 
 
This core body of knowledge addresses the following content areas: 
• Elements of financial statements 
• Basic accounting terminology 
• Accounting and inventory valuation methods 
• Food, beverage and labor cost calculations  
• Budgeting 
 
a) How important is accounting in your day-to-day responsibilities as a catering and 
event professional? 
 
          
     1    2    3    4    5 
(least important)  (moderately 
Important) 
 (very important) 
 
b) How frequently is accounting used while performing your duties as a catering and 
event professional? 
 
          
     1    2    3    4    5 
(less than once a 
month) 
 (more than once a 
month but less 
than once a week) 
 (almost daily) 
 
c) What KNOWLEDGE of accounting is needed for success in the catering and event 
profession? 
 
 
 
d) What SKILLS of accounting are needed for success in the catering and event 
profession? 
 
 
 
e) What ABILITIES of accounting are needed for success in the catering and event 
profession? 
 
 
 
f) Are there OTHER CHARACTERISTICS of accounting needed for success in the 
catering and event profession?  
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Core Body of Knowledge: Administration 
 
This core body of knowledge addresses the following content areas: 
• Management information systems 
• Reporting 
• Maintenance of policies and procedures 
• Record-keeping 
• Office administration 
 
a) How important is administration in your day-to-day responsibilities as a catering 
and event professional? 
 
          
     1    2    3    4    5 
(least important)  (moderately 
Important) 
 (very important) 
 
b) How frequently is administration used while performing your duties as a catering 
and event professional? 
 
          
     1    2    3    4    5 
(less than once a 
month) 
 (more than once a 
month but less 
than once a week) 
 (almost daily) 
 
c) What KNOWLEDGE of administration is needed for success in the catering and 
event profession? 
 
 
 
d) What SKILLS of administration are needed for success in the catering and event 
profession? 
 
 
 
e) What ABILITIES of administration are needed for success in the catering and event 
profession? 
 
 
 
f) Are there OTHER CHARACTERISTICS of administration needed for success in 
the catering and event profession?  
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Core Body of Knowledge: Beverage Management 
 
This core body of knowledge addresses the following content areas: 
• Fundamental characteristics of various types of beer, spirits, wines and non-
alcoholic beverages 
• Legal considerations with regard to alcohol service 
• Beverage cost and pricing for profit 
 
a) How important is beverage management in your day-to-day responsibilities as a 
catering and event professional? 
 
          
     1    2    3    4    5 
(least important)  (moderately 
Important) 
 (very important) 
 
b) How frequently is beverage management used while performing your duties as a 
catering and event professional? 
 
          
     1    2    3    4    5 
(less than once a 
month) 
 (more than once a 
month but less 
than once a week) 
 (almost daily) 
 
c) What KNOWLEDGE of beverage management is needed for success in the catering 
and event profession? 
 
 
 
d) What SKILLS of beverage management are needed for success in the catering and 
event profession? 
 
 
 
e) What ABILITIES of beverage management are needed for success in the catering 
and event profession? 
 
 
 
f) Are there OTHER CHARACTERISTICS of beverage management needed for 
success in the catering and event profession?  
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Core Body of Knowledge: Catering Services 
 
This core body of knowledge addresses the following content areas: 
• Basic characteristics of styles of food service 
• Types of food service (table, buffet, station etc.) 
• Staffing needs for typical catered events 
 
a) How important is catering services in your day-to-day responsibilities as a catering 
and event professional? 
 
          
     1    2    3    4    5 
(least important)  (moderately 
Important) 
 (very important) 
 
b) How frequently is catering services used while performing your duties as a catering 
and event professional? 
 
          
     1    2    3    4    5 
(less than once a 
month) 
 (more than once a 
month but less 
than once a week) 
 (almost daily) 
 
c) What KNOWLEDGE of catering services is needed for success in the catering and 
event profession? 
 
 
 
d) What SKILLS of catering services are needed for success in the catering and event 
profession? 
 
 
 
e) What ABILITIES of catering services are needed for success in the catering and 
event profession? 
 
 
 
f) Are there OTHER CHARACTERISTICS of catering services needed for success in 
the catering and event profession?  
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Core Body of Knowledge: Event Management and Design 
 
This core body of knowledge addresses the following content areas: 
• Various event functions and the sequence of events 
• Steps in the event planning process 
• Ancillary services available to caterers and event planners 
 
a) How important is event management and design in your day-to-day responsibilities 
as a catering and event professional? 
 
          
     1    2    3    4    5 
(least important)  (moderately 
Important) 
 (very important) 
 
b) How frequently is event management and design used while performing your duties 
as a catering and event professional? 
 
          
     1    2    3    4    5 
(less than once a 
month) 
 (more than once a 
month but less 
than once a week) 
 (almost daily) 
 
c) What KNOWLEDGE of event management and design is needed for success in the 
catering and event profession? 
 
 
 
d) What SKILLS of event management and design are needed for success in the 
catering and event profession? 
 
 
 
e) What ABILITIES of event management and design are needed for success in the 
catering and event profession? 
 
 
 
f) Are there OTHER CHARACTERISTICS of event management and design needed 
for success in the catering and event profession?  
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Core Body of Knowledge: Food Production 
 
This core body of knowledge addresses the following content areas: 
• Quantity calculations of food & beverage 
• Food preparation 
• Dietary/Nutrition 
• Bar preparation/food workstation setup 
• Production staffing 
 
a) How important is food production in your day-to-day responsibilities as a catering 
and event professional? 
 
          
     1    2    3    4    5 
(least important)  (moderately 
Important) 
 (very important) 
 
b) How frequently is food production used while performing your duties as a catering 
and event professional? 
 
          
     1    2    3    4    5 
(less than once a 
month) 
 (more than once a 
month but less 
than once a week) 
 (almost daily) 
 
c) What KNOWLEDGE of food production is needed for success in the catering and 
event profession? 
 
 
 
d) What SKILLS of food production are needed for success in the catering and event 
profession? 
 
 
 
e) What ABILITIES of food production are needed for success in the catering and 
event profession? 
 
 
 
f) Are there OTHER CHARACTERISTICS of food production needed for success in 
the catering and event profession?  
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Core Body of Knowledge: Human Resources 
 
This core body of knowledge addresses the following content areas: 
• Steps in the hiring process 
• Goals and information during onboarding 
• Stages of the training cycle  
• Functions and legal considerations in employee performance appraisals 
• Guidelines in an exit interview program 
 
a) How important is human resources in your day-to-day responsibilities as a catering 
and event professional? 
 
          
     1    2    3    4    5 
(least important)  (moderately 
Important) 
 (very important) 
 
b) How frequently is human resources used while performing your duties as a catering 
and event professional? 
 
          
     1    2    3    4    5 
(less than once a 
month) 
 (more than once a 
month but less 
than once a week) 
 (almost daily) 
 
c) What KNOWLEDGE of human resources is needed for success in the catering and 
event profession? 
 
 
 
d) What SKILLS of human resources are needed for success in the catering and event 
profession? 
 
 
 
e) What ABILITIES of human resources are needed for success in the catering and 
event profession? 
 
 
 
f) Are there OTHER CHARACTERISTICS of human resources needed for success in 
the catering and event profession?  
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Core Body of Knowledge: Operations 
 
This core body of knowledge addresses the following content areas: 
• Communications 
• Vendor relations 
• Logistics 
• Venue infrastructure 
• Technology 
• Attendee management 
 
a) How important is operations in your day-to-day responsibilities as a catering and 
event professional? 
 
          
     1    2    3    4    5 
(least important)  (moderately 
Important) 
 (very important) 
 
b) How frequently is operations used while performing your duties as a catering and 
event professional? 
 
          
     1    2    3    4    5 
(less than once a 
month) 
 (more than once a 
month but less 
than once a week) 
 (almost daily) 
 
c) What KNOWLEDGE of operations is needed for success in the catering and event 
profession? 
 
 
 
d) What SKILLS of operations are needed for success in the catering and event 
profession? 
 
 
 
e) What ABILITIES of operations are needed for success in the catering and event 
profession? 
 
 
 
f) Are there OTHER CHARACTERISTICS of operations needed for success in the 
catering and event profession?  
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Core Body of Knowledge: Risk Management and Contracts 
 
This core body of knowledge addresses the following content areas: 
• Components of a contract 
• Essential clauses for receiving products and services 
• Uniform Commercial Code and purchasing agreements 
• Breach of contract prevention and enforcement 
• “Truth in menu” laws 
 
a) How important is risk management and contracts in your day-to-day 
responsibilities as a catering and event professional? 
 
          
     1    2    3    4    5 
(least important)  (moderately 
Important) 
 (very important) 
 
b) How frequently is risk management and contracts used while performing your 
duties as a catering and event professional? 
 
          
     1    2    3    4    5 
(less than once a 
month) 
 (more than once a 
month but less 
than once a week) 
 (almost daily) 
 
c) What KNOWLEDGE of risk management and contracts is needed for success in 
the catering and event profession? 
 
 
 
d) What SKILLS of risk management and contracts are needed for success in the 
catering and event profession? 
 
 
 
e) What ABILITIES of risk management and contracts are needed for success in the 
catering and event profession? 
 
 
 
f) Are there OTHER CHARACTERISTICS of risk management and contracts 
needed for success in the catering and event profession? 
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Core Body of Knowledge: Sales and Marketing 
 
This core body of knowledge addresses the following content areas: 
• Strategies in developing a marketing plan 
• Elements in the sales forecasting process 
• Elements in the sales promotional mix 
• Basic principles in menu planning 
 
a) How important is sales and marketing in your day-to-day responsibilities as a 
catering and event professional? 
 
          
     1    2    3    4    5 
(least important)  (moderately 
Important) 
 (very important) 
 
b) How frequently is sales and marketing used while performing your duties as a 
catering and event professional? 
 
          
     1    2    3    4    5 
(less than once a 
month) 
 (more than once a 
month but less 
than once a week) 
 (almost daily) 
 
c) What KNOWLEDGE of sales and marketing is needed for success in the catering 
and event profession? 
 
 
 
d) What SKILLS of sales and marketing are needed for success in the catering and 
event profession? 
 
 
 
e) What ABILITIES of sales and marketing are needed for success in the catering and 
event profession? 
 
 
 
f) Are there OTHER CHARACTERISTICS of sales and marketing needed for success 
in the catering and event profession? 
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Part III: Additional Information 
 
Are there any other components to the body of knowledge that you consider essential for 
catering and event professionals to have that is not already listed above? If yes, please 
provide them below. 
 
 
 
 
 
 
 
 
 
 
 
Additional comments regarding the Catering and Events Core Competencies that merit 
inclusion to the next iteration: 
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APPENDIX VII 
 
CODEBOOK FOR COMPETENCY DOMAIN ANALYSIS 
 
Codebook for competency domain analysis 
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APPENDIX VIII 
 
CODEBOOK FOR CODING ANALYSIS 
 
Codebook for coding analysis 
Body of knowledge This core body of knowledge addresses the following content areas: 
Accounting 
• Elements of financial statements 
• Basic accounting terminology 
• Accounting and inventory valuation methods 
• Food, beverage and labor cost calculations  
• Budgeting 
Administration 
• Food, beverage and labor cost calculations  
• Management information systems 
• Reporting 
• Maintenance of policies and procedures 
• Record-keeping 
• Office administration 
Beverage Management 
• Fundamental characteristics of various types of spirits and wines 
• Legal considerations with regard to alcohol service 
• Beverage cost and pricing for profit 
Catering Services 
• Basic characteristics of styles of food service 
• Types of food service (table, buffet, station etc.) 
• Staffing needs for typical catered events 
Event Management & 
Design 
• Various event functions and the sequence of events 
• Steps in the event planning process 
• Ancillary services available to caterers and event planners 
Food Production 
• Quantity calculations of food & beverage 
• Food preparation 
• Dietary/Nutrition 
• Bar preparation/food workstation setup 
• Production staffing 
Human Resources 
• Steps in the hiring process 
• Goals and information during onboarding 
• Stages of the training cycle  
• Functions and legal considerations in employee performance 
appraisals 
• Guidelines in an exit interview program 
Operations 
• Communications 
• Vendor relations 
• Logistics 
• Venue infrastructure 
• Technology 
• Attendee management 
Risk Management & 
Contracts 
• Components of a contract 
• Essential clauses for receiving products and services 
• Uniform Commercial Code and purchasing agreements 
• Breach of contract prevention and enforcement 
• “Truth in menu” laws 
Sales & Marketing 
• Strategies in developing a marketing plan 
• Elements in the sales forecasting process 
• Elements in the sales promotional mix 
• Basic principles in menu planning 
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APPENDIX IX 
 
ITERATION TWO SURVEY LETTER 
 
 
A Competency Model for Catering and Events Professionals 
Using a Modified Delphi Technique 
 
 
 
This survey is part of a doctoral research project.  It is being conducted in a modified 
format of a Delphic study in three rounds.  Feedback from participants is aggregated after 
each round.  
 
You have already completed the first iteration.   This is the second iteration. Remember 
that this study is to develop a competency model for catering and event professionals.  
This series of three surveys in which you are participating in, is to gather your expert 
opinion on what should be included in a competency model for catering and events. 
 
Timing is key and you are requested to kindly abide by the posted deadlines for 
submission. Submission will be via email sent to dbayot@tisoh.com. 
 
Instructions on Answering this Questionnaire 
 
This survey is provided with dedicated response areas.  Please type your answers directly 
in this space.  Please take your time to reflect and respond as comprehensively as 
possible.    
 
Remember that the Delphic process is to create a self-managed consensus.  Note that the 
answers supplied by your fellow respondents are summarized and included in this survey.  
You can recognize the summaries with the italicized font.  In some cases, I have provided 
additional guidance and commentary.  They are within each question, when available.  
 
Thank you for your participation. Your responses are confidential. If you have any 
questions about the study, please contact Donnell Bayot at dbayot@tisoh.com or call 
(702) 947-7200 ext 203. 
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APPENDIX X 
 
ITERATION TWO SURVEY 
 
 
Greenspun College of Urban Affairs 
School of Environmental and Public Affairs 
 
    
TITLE OF STUDY: A COMPETENCY MODEL FOR CATERING 
AND EVENT PROFESSIONALS USING A MODIFIED DELPHI 
TECHNIQUE  
INVESTIGATOR(S): Yeonsoo Kim, Ph.D. and Donnell G. Bayot 
For questions or concerns about the study, you may contact Donnell at (702) 355-9500. 
 
For questions regarding the rights of research subjects, any complaints or comments 
regarding the manner in which the study is being conducted, contact the UNLV Office of 
Research Integrity – Human Subjects at 702-895-2794, toll free at 877-895-2794 or 
via email at IRB@unlv.edu. 
    
 
INFORMED CONSENT 
 
Purpose of the Study 
You are invited to participate in a research study.  The purpose of this study is to develop 
a competency model for catering and event professionals.  This survey is part of a 
doctoral research project.  It is being conducted in a modified format of a Delphic study 
in three rounds.  Feedback from participants is aggregated after each round. 
 
Participants 
You have been selected to participate based on your recognized knowledge of catering 
and events.  The objective is to develop a competency model for catering and event 
professionals.  A competency model provides a common language to describe and 
analyze the performance and capabilities by identifying the competencies for 
professionals to perform effectively within an organization.  In this study to develop a 
competency model, it is needed to explore the competencies for catering and event 
professionals, validate their knowledge, skills and abilities, and then develop a new 
competency model specific to catering and event professionals.  This series of three 
surveys in which you are participating in, is to gather your expert opinion on what should 
be included in a competency model for catering and events. 
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Procedures  
If you volunteer to participate in this study, you will be asked to do the following: 
complete a self-administered survey.  
 
Benefits of Participation  
There may not be direct benefits to you as a participant in this study.  However, we hope 
to identify competencies and skills, attitudes and traits to develop a competency model 
that can define occupational classifications while building consensus within 
“practitioner” experts on competencies important to industry professionals. This can aid 
the industry in generic decisions that affect developing training programs, selecting and 
rewarding managers, predicting individual job performance, planning professional 
development and staff empowerment 
. 
Risks of Participation  
There are risks involved in all research studies. This study may include only minimal 
risks such as that you may become uncomfortable when answering some questions due to 
their complexity and length.  
 
Cost /Compensation  
There may not be financial cost to you to participate in this study.  The study will take 30-
40 minutes of your time.  You will not be compensated for your time.    
 
Confidentiality 
All information gathered in this study will be kept as confidential as possible.  No 
reference will be made in written or oral materials that could link you to this study.  All 
records will be stored in a locked facility for 3 years after completion of the study.  After 
the storage time the information gathered will be destroyed.  
 
Voluntary Participation 
Your participation in this study is voluntary. You may refuse to participate in this study or 
in any part of this study.  You may withdraw at any time without prejudice to your 
relations with UNLV. You are encouraged to ask questions about this study at the 
beginning or any time during the research study.  
 
Participant Consent:  
I have read the above information and agree to participate in this study.  I have been able 
to ask questions about the research study.  I am at least 18 years of age.  
 
Thank you for your participation. 
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Part I: Demographic Data 
Years of experience in the catering and event profession (Please select one) 
 
 Less than 1 year 
 1-2 years 
 3-5 years 
 6-10 years 
 11-15 years 
 More than 15 years 
 
Please indicate your span of control in your organization (Please select one) 
 
 Executive - oversee multiple functional areas (i.e., CEO, CFO, Vice President) 
 Director - oversee an entire functional area 
 Manager - oversee department within a functional area 
 Supervisor - manage a group within a department 
 Individual contributor - member of a team or independent employee 
 Independent consultant 
 University professor or college instructor 
 Unemployed 
 Other (Please specify) 
____________________________________________________ 
 
Primary Area of Job Responsibility  
 
 Catering operations 
 Food & beverage operations 
 Event management 
 Conference and meeting planning 
 Wedding planning 
 Education/training & development 
 Staffing/human resources 
 Association management 
 Other (Please specify) 
____________________________________________________ 
 
Years of experience in the primary area of job responsibilities identified in the 
previous question (Please select one) 
 
 Less than 1 year 
 1-2 years 
 3-5 years 
 6-10 years 
 11-15 years 
 More than 15 years 
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Please indicate any certifications that you currently hold that are relevant for this 
profession (Select all that apply) 
 
 CAE: Certified Association Executive 
 CFBE: Certified Food and Beverage Executive 
 CMM: Certified in Meeting Management 
 CMP: Certified Meeting Professional 
 CPCE: Certified Professional in Catering and Events 
 CSEP: Certified Special Events Professional 
 DMCP: Destination Management Certified Professional 
 Other (Please 
specify)____________________________________________________ 
 
Which of the following best describes your organization? 
 
 Hotel Catering 
 Convention/Conference Center Catering 
 Restaurant Catering 
 Private Club Catering 
 Stadium and Arena Catering 
 Casino Catering 
 Off-Premise Catering 
 Event Planner (venue) 
 Event Planner (planning company) 
 Other (Please 
specify)____________________________________________________ 
 
Educational background (Please indicate the highest level of education you have 
achieved) 
 
 High school diploma/GED 
 Some university/college education 
 Trade/business school training (may include special degrees/certificates) 
 Associate degree 
 Bachelor’s degree 
 Some post-graduate education 
 Master's degree 
 Advanced graduate or professional degree (i.e., doctor of philosophy, doctor 
of medicine)  
 
Gender (Please select one) 
 
 Female 
 Male 
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Part II: Catering and Events Body of Knowledge - Iteration Two 
 
Competencies refer to the amalgamation of knowledge, skills, and abilities that combine 
to allow an individual to perform the required functions of a position effectively.  Core 
competencies are clusters of competency characteristics that address specific knowledge, 
skills, and abilities that are considered key, or essential elements. 
 
This survey is to rank the knowledge, skills, and abilities identified by the respondents in 
the first survey on the catering and event body of knowledge. The respondents from the 
survey consist of your peers in the catering and event industry, by virtue of their 
membership in NACE, the National Association for Catering and Events. Respondents 
were asked open-ended questions on the ten core body of knowledge areas for the 
profession of catering and events. You are now asked to kindly rank them in order of 
importance. 
 
• The importance of the core competency in the day-to-day responsibilities of a 
catering and event professional using a scale of 1 – 5 (1=least important, 
3=moderately important, 5=very important) 
 
Core Competencies 
 
Please indicate the level of importance of each of the following nine (9) competencies by 
ranking them 1 to 5 with 5 being the most important. 
 
 Level of Importance 
Accounting 1 2 3 4 5 
Administration 1 2 3 4 5 
Beverage Management 1 2 3 4 5 
Catering Services and Food Production 1 2 3 4 5 
Event Management and Design 1 2 3 4 5 
Human Resources 1 2 3 4 5 
Catering and Event Operations 1 2 3 4 5 
Risk Management and Contracts 1 2 3 4 5 
Sales and Marketing 1 2 3 4 5 
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Core Body of Knowledge: Accounting 
 
This core body of knowledge addresses the following content areas: 
• Elements of financial statements 
• Basic accounting terminology 
• Accounting and inventory valuation methods 
• Food, beverage and labor cost calculations  
• Budgeting 
 
Please rank by order of importance, the KNOWLEDGE of accounting needed for 
success in the catering and event profession. 
 
KNOWLEDGE                                   1 = least important; 5 very important 1 2 3 4 5 
Generally accepted accounting principles      
Basics of accounting      
Budgeting      
Labor cost calculations      
Ratios for costing analysis      
Costing analysis (cost of goods sold)      
Billing procedures      
Profit calculations      
Invoice creation      
Understanding profit & loss statements      
Attrition calculation      
Inventory control      
Pricing determination      
   
Please rank by order of importance, the SKILLS of accounting needed for success in the 
catering and event profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Understanding the rationale and flow of numbers, finances and budgets      
Perform an evaluation of financial statements      
Understanding the meaning and ramification from financial analysis      
Ability to perform basic mathematics without a calculator      
Understanding accounts receivable      
Assessing financial forecasting in a realistic manner      
Identification of trends through financial analysis      
Ability to use and interpret data from financial systems      
Understanding profit & loss management via the interplay between 
costings, projections, inventory, yield management, labor costing 
     
Recognize the critical role of short term and long term planning      
Be able to develop a realistic budgeting process      
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Please rank by order of importance, the ABILITIES of accounting needed for success in 
the catering and event profession. 
 
ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
Staying within a budget      
Basic addition and subtractions      
Recognizing weak spots based on financial analysis      
Interpreting percentages      
Creating and maintaining spreadsheets such as Microsoft Excel      
Understand systemic problems identified via financial analyses      
Able to monitor sales activities to ensure revenue goals are met      
Timely and accurate reporting mechanisms to management      
Maximizing profit with data      
Maintaining customer satisfaction and financial performance      
 
Please rank by order of importance, OTHERCHARACTERISTICS of accounting 
needed for success in the catering and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Calculating space requirements      
Understanding the impact of costing and financial decisions      
Knowing how to reallocate funds based on budgeting      
Time management      
Weigh the value of different business opportunities      
Informed decisions based on solid financial data      
Identification and analysis of trends and patterns based on sales and pricing 
strategies 
     
Ability to conduct results-oriented catering sales meetings      
Active participation in the revenue maximization process      
 
Are there missing areas within knowledge, skills, abilities and other characteristics of 
accounting not addressed above that is needed for success in the catering and event 
profession?  
 
Core Body of Knowledge: Administration 
 
This core body of knowledge addresses the following content areas: 
• Management information systems 
• Reporting 
• Maintenance of policies and procedures 
• Record-keeping 
• Office administration 
 
Please rank by order of importance, the KNOWLEDGE of administration needed for 
success in the catering and event profession. 
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KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Employee relations      
General management techniques      
Basic office administration      
Understanding of organizational charts and office dynamics      
Standard catering policies and procedures      
Understanding of process flow      
Interpret legal jargon and contract language      
People management skills (measuring success, performance management, 
discipline, HR requirements, leading by example) 
     
Marketing      
Operations      
Technical and professional language as appropriate      
 
Please rank by order of importance, the SKILLS of administration needed for success 
in the catering and event profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Computer literate (web browser, Microsoft Office, Delphi etc.)      
Generate contracts      
Generation of event orders      
Able to maintain appropriate reporting      
 
Please rank by order of importance, the ABILITIES of administration needed for 
success in the catering and event profession. 
 
ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
Strong recordkeeping      
Ability to prioritize and delegate tasks      
General correspondence internally and externally      
Ability to see the “big picture” and interrelatedness of every department 
and operation 
     
Ability to express complex ideas      
Ability to write standard operating procedures      
Development of long term relationships with contacts      
 
Please rank by order of importance, OTHERCHARACTERISTICS of administration 
needed for success in the catering and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Strong interpersonal communication skills      
Strong networking skills      
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Strong writing skills with persuasiveness      
Time management      
Negotiation      
Decision making skills with analysis of alternative options      
Being organized      
Multitasking      
Forward and strategic thinking      
Problem solving ability      
Ability to work long hours      
Staying calm under pressure      
Ability to be assertive and persuasive without being overly aggressive      
 
Are there missing areas within knowledge, skills, abilities and other characteristics of 
administration not addressed above that is needed for success in the catering and event 
profession?  
 
Core Body of Knowledge: Beverage Management 
 
This core body of knowledge addresses the following content areas: 
• Fundamental characteristics of various types of beer, spirits, wines and non-
alcoholic beverages 
• Legal considerations with regard to alcohol service 
• Beverage cost and pricing for profit 
 
Please rank by order of importance, the KNOWLEDGE of beverage management 
needed for success in the catering and event profession. 
 
KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Types of liquors, beers, wines and non-alcoholic options      
Local liquor laws (liability)      
Understand beverage markup norms      
Beverage knowledge, origins      
Requirements of beverage service      
Cost control      
Group dynamics related to beverage service      
Bar placement and flow      
Trends      
Storage and serving temperatures      
Pricing norms      
Inventory control      
Budgeting      
Knowing the audience      
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Please rank by order of importance, the SKILLS of beverage management needed for 
success in the catering and event profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Alcohol management techniques      
Sales techniques      
Beverage pairing principles      
Inventory control      
Management skills      
Negotiation skills (with vendors)      
Bartending      
 
Please rank by order of importance, the ABILITIES of beverage management needed 
for success in the catering and event profession. 
 
ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
Palate for beverage pairing      
Creativity in selling      
Ability to spot new trends and products      
Ability to determine levels of intoxication      
Creativity to create specialty options for events      
 
Please rank by order of importance, OTHERCHARACTERISTICS of beverage 
management needed for success in the catering and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Have the required credentials to serve liquor      
Savvy consumer      
Creativity in planning menus      
 
Are there missing areas within knowledge, skills, abilities and other characteristics of 
beverage management not addressed above that is needed for success in the catering 
and event profession?  
 
Core Body of Knowledge: Catering Services and Food Production  
 
This core body of knowledge addresses the following content areas: 
• Basic characteristics of styles of food service 
• Types of food service (table, buffet, station etc.) 
• Staffing needs for typical catered events 
• Quantity calculations of food & beverage 
• Food preparation 
• Dietary/Nutrition 
• Bar preparation/food workstation setup 
• Production staffing 
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Please rank by order of importance, the KNOWLEDGE of catering services and food 
production needed for success in the catering and event profession. 
 
KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Food & beverage basics      
Menu planning      
Event planning      
Room selection      
Event setup options      
Sales      
Service styles      
Event execution      
Consumption patterns based on demographics      
Food production and transportation      
Food production time      
Food presentation      
Food safety and sanitation      
Taste profiles      
Allergens and dietary restrictions      
Costing      
Budgets      
Staffing levels      
Service timing      
Ethnic and religious guidelines      
On-site and off-site requirements      
Understanding any union regulations and effect on labor cost      
 
Please rank by order of importance, the SKILLS of catering services and food 
production needed for success in the catering and event profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Working with people      
General food preparation      
Expediting      
Setting up attractive service stations and buffets      
Menu planning techniques      
Recognizing operational constraints      
Adhering to required timing      
Selecting vendors      
Managing production labor      
Accurately estimations of food requirements      
Labor scheduling skills      
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Please rank by order of importance, the ABILITIES of catering services and food 
production needed for success in the catering and event profession. 
 
ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
Delivery of quality service      
Ability to lead a diverse team      
Establish report and deliver recommendations      
Provide reasonable suggestions with creativity to enhance event and upsell      
Accommodating food production and service given the event environment      
Develop guidelines for use across departments      
Ensure that food production, beverage management and service comes 
together seamlessly 
     
 
Please rank by order of importance, OTHERCHARACTERISTICS of catering 
services and food production needed for success in the catering and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Thinking “on your feet”      
Multitasking      
Asking the right questions      
Working long hours      
Listening skills      
Proactive      
Think beyond personal preferences      
Interpersonal relations      
Communications      
Planning and organization skills      
 
Are there missing areas within knowledge, skills, abilities and other characteristics of 
catering services and food production not addressed above that is needed for success in 
the catering and event profession?  
 
Core Body of Knowledge: Event Management and Design 
 
This core body of knowledge addresses the following content areas: 
• Various event functions and the sequence of events 
• Steps in the event planning process 
• Ancillary services available to caterers and event planners 
 
Please rank by order of importance, the KNOWLEDGE of event management and 
design needed for success in the catering and event profession. 
 
KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Creating themes      
Trends in décor, floral and related      
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Fabrics, wall treatment and linens      
Lighting options and equipment      
Event design principles      
Combining event concept, design and logistics      
Designing with backdrops and props      
Décor, rigging requirements      
Fire safety guidelines      
Permits and licensing      
Understand maximum capacities      
Understand hanging points and rigging      
Knowing the client and audience      
Understanding audio-visual needs and options      
Music and entertainment options      
Stage management and technicians      
Knowledge of green events      
 
Please rank by order of importance, the SKILLS of event management and design 
needed for success in the catering and event profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Visualizing site selection criteria      
Timely setup      
Visualizing and physically setting up a room      
Select and work with multiple vendors      
Adhering to budgets      
Adhering to event objectives      
Crowd management      
Working with speakers and VIPs      
 
Please rank by order of importance, the ABILITIES of event management and design 
needed for success in the catering and event profession. 
 
ABILITIES                                            1 = least important; 5 very 
important 
1 2 3 4 5 
Ability to communicate vision and design      
Ability to accommodate changes      
Ability to identify key decision makers      
Follow event timing and production schedules      
Ability to identify conflicts that arise from operations      
 
Please rank by order of importance, OTHERCHARACTERISTICS of event 
management and design needed for success in the catering and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
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Multitasking      
Be solutions driven      
Being flexible      
Ability to compromise and negotiate      
 
Are there missing areas within knowledge, skills, abilities and other characteristics of 
event management and design not addressed above that is needed for success in the 
catering and event profession?  
 
Core Body of Knowledge: Human Resources 
 
This core body of knowledge addresses the following content areas: 
• Steps in the hiring process 
• Goals and information during onboarding 
• Stages of the training cycle  
• Functions and legal considerations in employee performance appraisals 
• Guidelines in an exit interview program 
 
Please rank by order of importance, the KNOWLEDGE of human resources needed for 
success in the catering and event profession. 
 
KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Employee relations      
Employment laws and legislation      
OSHA      
Compensation laws and overtime      
Skills sets required for positions      
Restrictions on use of interns and volunteers      
Developing job descriptions      
 
Please rank by order of importance, the SKILLS of human resources needed for success 
in the catering and event profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Mediator for conflict situations      
Recruiting      
Adhering to budgets      
Organization-specific policies, protocols and structure      
Training programs      
Management of teams      
 
Please rank by order of importance, the ABILITIES of human resources needed for 
success in the catering and event profession. 
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ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
Coaching and mentoring      
Improve morale      
Recognizing talent      
 
Please rank by order of importance, OTHER CHARACTERISTICS of human 
resources needed for success in the catering and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Staying neutral while confronting issues      
Calm      
Proactive and alert      
 
Are there missing areas within knowledge, skills, abilities and other characteristics of 
human resources not addressed above that is needed for success in the catering and 
event profession?  
 
Core Body of Knowledge: Catering and Event Operations 
 
This core body of knowledge addresses the following content areas: 
• Communications 
• Vendor relations 
• Logistics 
• Venue infrastructure 
• Technology 
• Attendee management 
 
Please rank by order of importance, the KNOWLEDGE of catering and event 
operations needed for success in the catering and event profession. 
 
KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Coordinating catering and event operations      
Flow and sequencing of an event      
Wide ranging relevant skills to step in for multiple roles      
Understanding relevant laws and regulations      
Accommodating special needs and accessibility, ADA compliance      
 
Please rank by order of importance, the SKILLS of catering and event operations 
needed for success in the catering and event profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Design effective site plans      
Site/event infrastructure considerations      
Recognize operational constraints      
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Calculate equipment required      
Calculation of needed labor      
Recognizing the attendee profile      
Developing guidelines for an efficient operation      
Establish on-site communications      
Organizing the operations multiple departments      
Manage and train staff      
Develop contingency plans      
Developing and coordinating cohesive ancillary/companion programs      
 
Please rank by order of importance, the ABILITIES of catering and event operations 
needed for success in the catering and event profession. 
 
ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
Assess client needs and prioritize      
Working with the production schedule      
Perform quantity needs calculations      
Determine service styles as appropriate      
Source and select suppliers      
Maintain required contracts and paperwork      
Ability to motivate staff and volunteers      
Document event and compile reporting      
 
Please rank by order of importance, OTHER CHARACTERISTICS of catering and 
event operations needed for success in the catering and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Delegation      
Organizational      
Working within timelines      
Seeing the bigger picture      
Flexibility      
Open-mindedness      
 
Are there missing areas within knowledge, skills, abilities and other characteristics of 
catering and event operations not addressed above that is needed for success in the 
catering and event profession?   
 
Core Body of Knowledge: Risk Management and Contracts 
 
This core body of knowledge addresses the following content areas: 
• Components of a contract 
• Essential clauses for receiving products and services 
• Uniform Commercial Code and purchasing agreements 
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• Breach of contract prevention and enforcement 
• “Truth in menu” laws 
 
Please rank by order of importance, the KNOWLEDGE of risk management and 
contracts needed for success in the catering and event profession. 
 
KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Safety procedures      
Identification of agencies and department with jurisdiction      
Understanding laws and regulations in effect      
Of a response plan      
Knowledge of options      
Insurance coverage      
 
Please rank by order of importance, the SKILLS of risk management and contracts 
needed for success in the catering and event profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Performing a risk analysis      
Steps that can limit liability      
Development of security procedures      
Develop reporting mechanism      
 
Please rank by order of importance, the ABILITIES of risk management and contracts 
needed for success in the catering and event profession. 
 
ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
Identifying, assessing and prioritizing risks      
Review past situations for knowledge      
Critically decide on appropriate risk management techniques      
Collection of certificates of insurance from vendors and other parties      
 
Please rank by order of importance, OTHER CHARACTERISTICS of risk 
management and contracts needed for success in the catering and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Calm      
Develop relationships to facilitate response      
Forward thinking of possible situations and impact      
 
Are there missing areas within knowledge, skills, abilities and other characteristics of 
risk management & contracts not addressed above that is needed for success in the 
catering and event profession? 
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Core Body of Knowledge: Sales and Marketing 
 
This core body of knowledge addresses the following content areas: 
• Strategies in developing a marketing plan 
• Elements in the sales forecasting process 
• Elements in the sales promotional mix 
• Basic principles in menu planning 
 
Please rank by order of importance, the KNOWLEDGE of sales and marketing needed 
for success in the catering and event profession. 
 
KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Developing and interpreting marketing plans      
SWOT analysis for the environment and situation      
Understanding the sales process      
Knowing one’s product and competitive advantage      
Recognizing and understanding competition      
Knowledge of marketing and promotional opportunities      
Developing pricing      
 
Please rank by order of importance, the SKILLS of sales and marketing needed for 
success in the catering and event profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Ethics      
Meeting and exceeding client needs      
Closing skills      
Recognizing the target market      
 
Please rank by order of importance, the ABILITIES of sales and marketing for success 
in the catering and event profession. 
 
ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
Helping clients overcome objections      
Abiding by sales and marketing targets and budgets      
Identifying client needs      
Interpreting marketing and sales data      
Working with people      
Ability to develop rapport and a relationship      
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Please rank by order of importance, OTHER CHARACTERISTICS of sales and 
marketing needed for success in the catering and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Creative      
Well spoken      
Integrity      
Listening      
Negotiation      
 
Are there missing areas within knowledge, skills, abilities and other characteristics of 
sales & marketing not addressed above that is needed for success in the catering and 
event profession? 
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APPENDIX XI 
 
ITERATION THREE SURVEY LETTER 
 
 
A Competency Model for Catering and Events Professionals 
Using a Modified Delphi Technique 
 
 
 
This survey is part of a doctoral research project.  It is being conducted in a modified 
format of a Delphic study in three rounds.  Feedback from participants is aggregated after 
each round.  
 
You have already completed the first and second iterations.  This is the third iteration.  
Remember that this study is to develop a competency model for catering and event 
professionals.  This series of three surveys in which you are participating in, is to gather 
your expert opinion on what should be included in a competency model for catering and 
events. 
 
Timing is key and you are requested to kindly abide by the posted deadlines for 
submission. Submission will be via email sent to dbayot@tisoh.com. 
 
Instructions on Answering this Questionnaire 
 
This survey is provided with dedicated response areas.  Please type your answers directly 
in this space.  Please take your time to reflect and respond as comprehensively as 
possible.    
 
Remember that the Delphic process is to create a self-managed consensus.  Note that the 
answers supplied by your fellow respondents are summarized and included in this survey.  
You can recognize the summaries with the italicized font.  In some cases, I have provided 
additional guidance and commentary.  They are within each question, when available.    
 
Thank you for your participation. Your responses are confidential. If you have any 
questions about the study, please contact Donnell Bayot at dbayot@tisoh.com or call 
(702) 947-7200 ext 203. 
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APPENDIX XII 
 
ITERATION THREE SURVEY 
 
 
Greenspun College of Urban Affairs 
School of Environmental and Public Affairs 
 
    
TITLE OF STUDY: A COMPETENCY MODEL FOR CATERING 
AND EVENT PROFESSIONALS USING A MODIFIED DELPHI 
TECHNIQUE  
INVESTIGATOR(S): Yeonsoo Kim, Ph.D. and Donnell G. Bayot 
For questions or concerns about the study, you may contact Donnell at (702) 355-9500. 
 
For questions regarding the rights of research subjects, any complaints or comments 
regarding the manner in which the study is being conducted, contact the UNLV Office of 
Research Integrity – Human Subjects at 702-895-2794, toll free at 877-895-2794 or 
via email at IRB@unlv.edu. 
    
 
INFORMED CONSENT 
 
Purpose of the Study 
You are invited to participate in a research study.  The purpose of this study is to develop 
a competency model for catering and event professionals.  This survey is part of a 
doctoral research project.  It is being conducted in a modified format of a Delphic study 
in three rounds.  Feedback from participants is aggregated after each round. 
 
Participants 
You have been selected to participate based on your recognized knowledge of catering 
and events.  The objective is to develop a competency model for catering and event 
professionals.  A competency model provides a common language to describe and 
analyze the performance and capabilities by identifying the competencies for 
professionals to perform effectively within an organization.  In this study to develop a 
competency model, it is needed to explore the competencies for catering and event 
professionals, validate their knowledge, skills and abilities, and then develop a new 
competency model specific to catering and event professionals.  This series of three 
surveys in which you are participating in, is to gather your expert opinion on what should 
be included in a competency model for catering and events. 
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Procedures  
If you volunteer to participate in this study, you will be asked to do the following: 
complete a self-administered survey.  
 
Benefits of Participation  
There may not be direct benefits to you as a participant in this study.  However, we hope 
to identify competencies and skills, attitudes and traits to develop a competency model 
that can define occupational classifications while building consensus within 
“practitioner” experts on competencies important to industry professionals. This can aid 
the industry in generic decisions that affect developing training programs, selecting and 
rewarding managers, predicting individual job performance, planning professional 
development and staff empowerment 
. 
Risks of Participation  
There are risks involved in all research studies. This study may include only minimal 
risks such as that you may become uncomfortable when answering some questions due to 
their complexity and length.  
 
Cost /Compensation  
There may not be financial cost to you to participate in this study.  The study will take 30-
40 minutes of your time.  You will not be compensated for your time.    
 
Confidentiality 
All information gathered in this study will be kept as confidential as possible.  No 
reference will be made in written or oral materials that could link you to this study.  All 
records will be stored in a locked facility for 3 years after completion of the study.  After 
the storage time the information gathered will be destroyed.  
 
Voluntary Participation 
Your participation in this study is voluntary. You may refuse to participate in this study or 
in any part of this study.  You may withdraw at any time without prejudice to your 
relations with UNLV. You are encouraged to ask questions about this study at the 
beginning or any time during the research study.  
 
Participant Consent:  
I have read the above information and agree to participate in this study. I have been able 
to ask questions about the research study. I am at least 18 years of age.  
 
Thank you for your participation. 
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Catering and Events Body of Knowledge - Iteration Three 
 
Competencies refer to the amalgamation of knowledge, skills, and abilities that combine 
to allow an individual to perform the required functions of a position effectively.  Core 
competencies are clusters of competency characteristics that address specific knowledge, 
skills, and abilities that are considered key, or essential elements. 
 
This survey is to rank the knowledge, skills, and abilities identified by the respondents in 
the first survey on the catering and event body of knowledge. The respondents from the 
survey consist of your peers in the catering and event industry, by virtue of their 
membership in NACE, the National Association for Catering and Events. Respondents 
were asked open-ended questions on the ten core body of knowledge areas for the 
profession of catering and events. You are now asked to kindly rank them in order of 
importance. 
 
• The importance of the core competency in the day-to-day responsibilities of a 
catering and event professional using a scale of 1 – 5 (1=least important, 
3=moderately important, 5=very important) 
 
Please rate each competency in terms of importance by inputting a number between 1 and 
5 with 1 being the least important and 5 being the most important. The order in which the 
competencies are listed reflects the general consensus of respondents from survey #2. 
You may take into account of this information as a basis for your own determination if 
you agree with the consensus opinion. 
 
 Level of Importance 
Catering and Event Operations 1 2 3 4 5 
Event Management and Design 1 2 3 4 5 
Sales and Marketing 1 2 3 4 5 
Risk Management and Contracts 1 2 3 4 5 
Administration 1 2 3 4 5 
Accounting 1 2 3 4 5 
Human Resources 1 2 3 4 5 
Catering Services and Food Production 1 2 3 4 5 
Beverage Management 1 2 3 4 5 
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Core Body of Knowledge: Accounting 
 
This core body of knowledge addresses the following content areas: 
• Elements of financial statements 
• Basic accounting terminology 
• Accounting and inventory valuation methods 
• Food, beverage and labor cost calculations  
• Budgeting 
 
Please rate each sub-competency in terms of importance by inputting a number between 1 
and 5 with 1 being the least important and 5 being the most important. The order in 
which the competencies are listed reflects the general consensus of respondents from 
survey #2. You may take into account of this information as a basis for your own 
determination if you agree with the consensus opinion.  
 
KNOWLEDGE of accounting needed for success in the catering and event profession. 
 
KNOWLEDGE                                   1 = least important; 5 very important 1 2 3 4 5 
Budgeting      
Billing procedures      
Basics of accounting      
Pricing determination      
Labor cost calculations      
Understanding profit & loss statements      
Generally accepted accounting principles      
Profit calculations      
Costing analysis (cost of goods sold)      
Ratios for costing analysis      
Attrition calculation      
Invoice creation      
Inventory control      
   
SKILLS of accounting needed for success in the catering and event profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Be able to develop a realistic budgeting process      
Understanding profit & loss management via the interplay between 
costings, projections, inventory, yield management, labor costing 
     
Ability to use and interpret data from financial systems      
Assessing financial forecasting in a realistic manner      
Recognize the critical role of short term and long term planning      
Identification of trends through financial analysis      
Ability to perform basic mathematics without a calculator      
Understanding the rationale and flow of numbers, finances and budgets      
Understanding accounts receivable      
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Understanding the meaning and ramification from financial analysis      
Perform an evaluation of financial statements      
 
ABILITIES of accounting needed for success in the catering and event profession. 
 
ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
Staying within a budget      
Basic addition and subtractions      
Maintaining customer satisfaction and financial performance      
Able to monitor sales activities to ensure revenue goals are met      
Interpreting percentages      
Recognizing weak spots based on financial analysis      
Creating and maintaining spreadsheets such as Microsoft Excel      
Maximizing profit with data      
Timely and accurate reporting mechanisms to management      
Understand systemic problems identified via financial analyses      
 
OTHERCHARACTERISTICS of accounting needed for success in the catering and 
event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Understanding the impact of costing and financial decisions      
Calculating space requirements      
Active participation in the revenue maximization process      
Time management      
Knowing how to reallocate funds based on budgeting      
Identification and analysis of trends and patterns based on sales and pricing 
strategies 
     
Ability to conduct results-oriented catering sales meetings      
Weigh the value of different business opportunities      
Informed decisions based on solid financial data      
 
Core Body of Knowledge: Administration 
 
This core body of knowledge addresses the following content areas: 
• Management information systems 
• Reporting 
• Maintenance of policies and procedures 
• Record-keeping 
• Office administration 
 
Please rate each sub-competency in terms of importance by inputting a number between 1 
and 5 with 1 being the least important and 5 being the most important. The order in 
which the competencies are listed reflects the general consensus of respondents from 
survey #2. You may take into account of this information as a basis for your own 
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determination if you agree with the consensus opinion. 
 
KNOWLEDGE of administration needed for success in the catering and event 
profession. 
 
KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Standard catering policies and procedures      
Operations      
People management skills (measuring success, performance management, 
discipline, HR requirements, leading by example) 
     
Understanding of process flow      
General management techniques      
Interpret legal jargon and contract language      
Employee relations      
Technical and professional language as appropriate      
Basic office administration      
Marketing      
Understanding of organizational charts and office dynamics      
 
SKILLS of administration needed for success in the catering and event profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Generation of event orders      
Computer literate (web browser, Microsoft Office, Delphi etc.)      
Able to maintain appropriate reporting      
Generate contracts      
 
ABILITIES of administration needed for success in the catering and event profession. 
 
ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
Ability to prioritize and delegate tasks      
Ability to see the “big picture” and interrelatedness of every department 
and operation 
     
Development of long term relationships with contacts      
Strong recordkeeping      
Ability to express complex ideas      
General correspondence internally and externally      
Ability to write standard operating procedures      
 
OTHERCHARACTERISTICS of administration needed for success in the catering 
and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Problem solving ability      
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Strong interpersonal communication skills      
Being organized      
Ability to be assertive and persuasive without being overly aggressive      
Time management      
Decision making skills with analysis of alternative options      
Staying calm under pressure      
Negotiation      
Ability to work long hours      
Strong networking skills      
Multitasking      
Strong writing skills with persuasiveness      
Forward and strategic thinking      
 
Core Body of Knowledge: Beverage Management 
 
This core body of knowledge addresses the following content areas: 
• Fundamental characteristics of various types of beer, spirits, wines and non-
alcoholic beverages 
• Legal considerations with regard to alcohol service 
• Beverage cost and pricing for profit 
 
Please rate each sub-competency in terms of importance by inputting a number between 1 
and 5 with 1 being the least important and 5 being the most important. The order in 
which the competencies are listed reflects the general consensus of respondents from 
survey #2. You may take into account of this information as a basis for your own 
determination if you agree with the consensus opinion. 
 
KNOWLEDGE of beverage management needed for success in the catering and event 
profession. 
 
KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Knowing the audience      
Types of liquors, beers, wines and non-alcoholic options      
Bar placement and flow      
Local liquor laws (liability)      
Understand beverage markup norms      
Requirements of beverage service      
Pricing norms      
Budgeting      
Group dynamics related to beverage service      
Cost control      
Trends      
Storage and serving temperatures      
Beverage knowledge, origins      
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Inventory control      
 
SKILLS of beverage management needed for success in the catering and event 
profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Beverage pairing principles      
Sales techniques      
Management skills      
Alcohol management techniques      
Bartending      
Inventory control      
Negotiation skills (with vendors)      
 
ABILITIES of beverage management needed for success in the catering and event 
profession. 
 
ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
Ability to spot new trends and products      
Creativity to create specialty options for events      
Creativity in selling      
Ability to determine levels of intoxication      
Palate for beverage pairing      
 
OTHERCHARACTERISTICS of beverage management needed for success in the 
catering and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Creativity in planning menus      
Have the required credentials to serve liquor      
Savvy consumer      
 
Core Body of Knowledge: Catering Services and Food Production  
 
This core body of knowledge addresses the following content areas: 
• Basic characteristics of styles of food service 
• Types of food service (table, buffet, station etc.) 
• Staffing needs for typical catered events 
• Quantity calculations of food & beverage 
• Food preparation 
• Dietary/Nutrition 
• Bar preparation/food workstation setup 
• Production staffing 
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Please rate each sub-competency in terms of importance by inputting a number between 1 
and 5 with 1 being the least important and 5 being the most important. The order in 
which the competencies are listed reflects the general consensus of respondents from 
survey #2. You may take into account of this information as a basis for your own 
determination if you agree with the consensus opinion. 
 
KNOWLEDGE of catering services and food production needed for success in the 
catering and event profession. 
 
KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Food & beverage basics      
Menu planning      
Event planning      
Event setup options      
Allergens and dietary restrictions      
Food presentation      
Event execution      
Room selection      
Service timing      
Food safety and sanitation      
Sales      
Service styles      
Staffing levels      
Consumption patterns based on demographics      
Budgets      
Costing      
Taste profiles      
Food production time      
Ethnic and religious guidelines      
Food production and transportation      
On-site and off-site requirements      
Understanding any union regulations and effect on labor cost      
 
SKILLS of catering services and food production needed for success in the catering 
and event profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Adhering to required timing      
Menu planning techniques      
Recognizing operational constraints      
Working with people      
Selecting vendors      
General food preparation      
Accurately estimations of food requirements      
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Expediting      
Labor scheduling skills      
Managing production labor      
Setting up attractive service stations and buffets      
 
ABILITIES of catering services and food production needed for success in the 
catering and event profession. 
 
ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
Delivery of quality service      
Provide reasonable suggestions with creativity to enhance event and upsell      
Ensure that food production, beverage management and service comes 
together seamlessly 
     
Ability to lead a diverse team      
Establish report and deliver recommendations      
Accommodating food production and service given the event environment      
Develop guidelines for use across departments      
 
OTHERCHARACTERISTICS of catering services and food production needed for 
success in the catering and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Thinking “on your feet”      
Planning and organization skills      
Listening skills      
Communications      
Proactive      
Think beyond personal preferences      
Asking the right questions      
Interpersonal relations      
Multitasking      
Working long hours      
 
Core Body of Knowledge: Event Management and Design 
 
This core body of knowledge addresses the following content areas: 
• Various event functions and the sequence of events 
• Steps in the event planning process 
• Ancillary services available to caterers and event planners 
 
Please rate each sub-competency in terms of importance by inputting a number between 1 
and 5 with 1 being the least important and 5 being the most important. The order in 
which the competencies are listed reflects the general consensus of respondents from 
survey #2. You may take into account of this information as a basis for your own 
determination if you agree with the consensus opinion. 
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KNOWLEDGE of event management and design needed for success in the catering 
and event profession. 
 
KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Knowing the client and audience      
Knowledge of green events      
Creating themes      
Combining event concept, design and logistics      
Trends in décor, floral and related      
Understanding audio-visual needs and options      
Music and entertainment options      
Fabrics, wall treatment and linens      
Lighting options and equipment      
Event design principles      
Understand maximum capacities      
Designing with backdrops and props      
Stage management and technicians      
Fire safety guidelines      
Understand hanging points and rigging      
Décor, rigging requirements      
Permits and licensing      
 
SKILLS of event management and design needed for success in the catering and event 
profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Timely setup      
Visualizing and physically setting up a room      
Adhering to event objectives      
Adhering to budgets      
Visualizing site selection criteria      
Select and work with multiple vendors      
Working with speakers and VIPs      
Crowd management      
 
ABILITIES of event management and design needed for success in the catering and 
event profession. 
 
ABILITIES                                            1 = least important; 5 very 
important 
1 2 3 4 5 
Ability to accommodate changes      
Ability to identify conflicts that arise from operations      
Follow event timing and production schedules      
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Ability to communicate vision and design      
Ability to identify key decision makers      
 
OTHERCHARACTERISTICS of event management and design needed for success 
in the catering and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Being flexible      
Be solutions driven      
Ability to compromise and negotiate      
Multitasking      
 
Core Body of Knowledge: Human Resources 
 
This core body of knowledge addresses the following content areas: 
• Steps in the hiring process 
• Goals and information during onboarding 
• Stages of the training cycle  
• Functions and legal considerations in employee performance appraisals 
• Guidelines in an exit interview program 
 
Please rate each sub-competency in terms of importance by inputting a number between 1 
and 5 with 1 being the least important and 5 being the most important. The order in 
which the competencies are listed reflects the general consensus of respondents from 
survey #2. You may take into account of this information as a basis for your own 
determination if you agree with the consensus opinion. 
 
KNOWLEDGE of human resources needed for success in the catering and event 
profession. 
 
KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Employee relations      
Employment laws and legislation      
Developing job descriptions      
Skills sets required for positions      
Restrictions on use of interns and volunteers      
OSHA      
Compensation laws and overtime      
 
SKILLS of human resources needed for success in the catering and event profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Management of teams      
Training programs      
Adhering to budgets      
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Organization-specific policies, protocols and structure      
Recruiting      
Mediator for conflict situations      
 
ABILITIES of human resources needed for success in the catering and event 
profession. 
 
ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
Coaching and mentoring      
Recognizing talent      
Improve morale      
 
OTHER CHARACTERISTICS of human resources needed for success in the catering 
and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Proactive and alert      
Staying neutral while confronting issues      
Calm      
 
Core Body of Knowledge: Catering and Event Operations 
 
This core body of knowledge addresses the following content areas: 
• Communications 
• Vendor relations 
• Logistics 
• Venue infrastructure 
• Technology 
• Attendee management 
 
Please rate each sub-competency in terms of importance by inputting a number between 1 
and 5 with 1 being the least important and 5 being the most important. The order in 
which the competencies are listed reflects the general consensus of respondents from 
survey #2. You may take into account of this information as a basis for your own 
determination if you agree with the consensus opinion. 
 
KNOWLEDGE of catering and event operations needed for success in the catering 
and event profession. 
 
KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Flow and sequencing of an event      
Coordinating catering and event operations      
Wide ranging relevant skills to step in for multiple roles      
Accommodating special needs and accessibility, ADA compliance      
Understanding relevant laws and regulations      
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SKILLS of catering and event operations needed for success in the catering and event 
profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Developing guidelines for an efficient operation      
Recognize operational constraints      
Establish on-site communications      
Recognizing the attendee profile      
Manage and train staff      
Develop contingency plans      
Organizing the operations multiple departments      
Site/event infrastructure considerations      
Design effective site plans      
Calculate equipment required      
Calculation of needed labor      
Developing and coordinating cohesive ancillary/companion programs      
 
ABILITIES of catering and event operations needed for success in the catering and 
event profession. 
 
ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
Assess client needs and prioritize      
Ability to motivate staff and volunteers      
Maintain required contracts and paperwork      
Document event and compile reporting      
Working with the production schedule      
Determine service styles as appropriate      
Perform quantity needs calculations      
Source and select suppliers      
 
OTHER CHARACTERISTICS of catering and event operations needed for success 
in the catering and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Flexibility      
Organizational      
Working within timelines      
Seeing the bigger picture      
Open-mindedness      
Delegation      
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Core Body of Knowledge: Risk Management and Contracts 
 
This core body of knowledge addresses the following content areas: 
• Components of a contract 
• Essential clauses for receiving products and services 
• Uniform Commercial Code and purchasing agreements 
• Breach of contract prevention and enforcement 
• “Truth in menu” laws 
 
Please rate each sub-competency in terms of importance by inputting a number between 1 
and 5 with 1 being the least important and 5 being the most important. The order in 
which the competencies are listed reflects the general consensus of respondents from 
survey #2. You may take into account of this information as a basis for your own 
determination if you agree with the consensus opinion. 
 
KNOWLEDGE of risk management and contracts needed for success in the catering 
and event profession. 
 
KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Safety procedures      
Identification of agencies and department with jurisdiction      
Of a response plan      
Knowledge of options      
Understanding laws and regulations in effect      
Insurance coverage      
 
SKILLS of risk management and contracts needed for success in the catering and 
event profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Steps that can limit liability      
Development of security procedures      
Performing a risk analysis      
Develop reporting mechanism      
 
ABILITIES of risk management and contracts needed for success in the catering and 
event profession. 
 
ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
Collection of certificates of insurance from vendors and other parties      
Critically decide on appropriate risk management techniques      
Review past situations for knowledge      
Identifying, assessing and prioritizing risks      
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OTHER CHARACTERISTICS of risk management and contracts needed for 
success in the catering and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Forward thinking of possible situations and impact      
Calm      
Develop relationships to facilitate response      
 
Core Body of Knowledge: Sales and Marketing 
 
This core body of knowledge addresses the following content areas: 
• Strategies in developing a marketing plan 
• Elements in the sales forecasting process 
• Elements in the sales promotional mix 
• Basic principles in menu planning 
 
Please rate each sub-competency in terms of importance by inputting a number between 1 
and 5 with 1 being the least important and 5 being the most important. The order in 
which the competencies are listed reflects the general consensus of respondents from 
survey #2. You may take into account of this information as a basis for your own 
determination if you agree with the consensus opinion. 
 
KNOWLEDGE of sales and marketing needed for success in the catering and event 
profession. 
 
KNOWLEDGE                                    1 = least important; 5 very important 1 2 3 4 5 
Knowing one’s product and competitive advantage      
Recognizing and understanding competition      
Developing pricing      
Understanding the sales process      
Knowledge of marketing and promotional opportunities      
Developing and interpreting marketing plans      
SWOT analysis for the environment and situation      
 
SKILLS of sales and marketing needed for success in the catering and event profession. 
 
SKILLS                                                1 = least important; 5 very important 1 2 3 4 5 
Meeting and exceeding client needs      
Ethics      
Recognizing the target market      
Closing skills      
 
ABILITIES of sales and marketing for success in the catering and event profession. 
 
ABILITIES                                          1 = least important; 5 very important 1 2 3 4 5 
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Working with people      
Ability to develop rapport and a relationship      
Identifying client needs      
Helping clients overcome objections      
Abiding by sales and marketing targets and budgets      
Interpreting marketing and sales data      
 
OTHER CHARACTERISTICS of sales and marketing needed for success in the 
catering and event profession. 
 
OTHER CHARACTERISTICS           1 = least important; 5 very important 1 2 3 4 5 
Integrity      
Listening      
Well spoken      
Creative      
Negotiation      
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